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Pabouast mporpamma yue6Hoi mucrumuinabl OI1.11 JlokyMeHTanmoHHOE 00ecTieueHne yIpaBIeHUS
pa3paboTaHa Ha OCHOBe TpeOOBaHUI (hefepalbHOTO TOCYAAPCTBEHHOTO 00pa30BaTENLHOTO
cTaHAapTa cpeaHero npodeccruoHanbHOro oopaszoBanus no cnenuaibHocTH 38.02.07 bankoBckoe
JIeJI0, YTBEP KIEHHOTO IprKa3zoM MuHucrepcra o0pa3oBanus U Hayku P® ot 28 urons 2014 r. Ne
837.

ABtop-cocraBurens: JIbBos JI.B.
Pabouas nporpamma paccMoTpeHa 1 0100peHa Ha 3acejaHuu Kadeapbl SKOHOMUKH U YIIPABICHHUS.
IIporokos Ne 10 ot 29.05.2023 r.

3aBeayroniuil kKaeapoit SKOHOMHUKHU U yIIPaBICHUS : E.I'. Bonposa
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1. ITacopT padoueii mporpaMMsbl Y4eOHOM IMCUHMIIIMHBI
OIl.11 fokyMeHTaIMOHHOE O0eclievYeHHue YIpPaBJIeHusl

1.1. Ob6sacTs npuMeHeHus padoyeil NpOorpaMMsl

Pabouas  mporpamma  y4eOHOHl ~ NUCUMIUIMHBI  SIBJISIETCA ~ YacTbl0 ~ OCHOBHOM
npoecCHOHATBLHON 00pa30BaTeIbHON MPOTPaMMBbl CPEAHEr0 MPO(PECCHOHATHHOTO 00pa30BaHHUs
(mporpamMMbl TIOATOTOBKHM CHEIUaaucTa cpeaHero 3BeHa) B coorBercTtBum ¢ PI'OC CIIO mo
cnenuanbHocTy 38.02.07 baHKOBCKOE A€T0.

1.2. Mecto y4yeOHOWH JUCHMUILUIMHBI B  CTPYKTYpe OCHOBHOH mpodeccHOHAILHOI
o0pa3oBaTe/ibHOI NPOrpaMMbl (IPOrpaMMbl MOJATOTOBKH CHENUAJIMCTOB CPEIHEr0 3BeHA)
Ob6menpodeccuonanbHas AUCUUILTHHA MPOPECCUOHANTBHOTO Yy4eOHOT0 IIUKIIA.
1.3. Tpe6oBanusi K pe3yJbTaTaM 0CBOEHUS JUCHUILINHBI.
B pe3ynbpTare ocBoeHuUs1 y4eOHOM TUCIUILTUHBI 00y4JarOIHiCs JODKEeH
ymemp:
- opopMIISITH  JOKYMEHTAllUIO B  COOTBETCTBUUM C HOPMAaTUBHOM  0a3oi, UCHOIb3Yys
MH(POPMAIMOHHBIE TEXHOJIOTHH U CPEICTBA OPTTEXHUKH;
- HUCHOJIB30BaTh YHU(DUIIMPOBAHHBIE CUCTEMBI IOKYMEHTAIINH;
- OCYILIECTBIATHh XpaHEHUE, MOUCK JOKYMEHTOB;
- HUCIOJB30BaTh TEIIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JIOKYMEHTOOOOPOTE;
3Hamy:
- OCHOBHBIE MOHSTHUS TOKYMEHTAIIMOHHOTO 00ECTIeYeH s YIIPaBICHUS;
- OCHOBHBIC 3aKOHOAATCJIbHBIC 1 HOPMATHUBHBLIC aKThI B O6HaCTI/I AOKYMCHTAIIMOHHOT'O
- oO0ecrnieveHus yrnpaBIcHUS;
- LOCJIH, 3aJa41 U MPUHIOUIIBI JOKYMCHTAIITMUOHHOI'O obecrneueHust YIIpaBJICHUA,
- CHCTEMbI JOKYMEHTAIIMOHHOTO O0eCTieueHus yIpaBiIeHHUS,
- TpeOOBaHUS K COCTABJICHUIO U O(OPMIICHUIO PA3IMYHBIX BUJIOB IOKYMEHTOB;
- oOure nmpaBuia opraHu3aluy padoThl C JOKYMEHTAMU;
- COBpPCMCHHEIC I/IH(i)OpMaHI/IOHHI)Ie TEXHOJIOTHUU CO3JaHHA JOKYMCHTOB U aBTOMAaTHU3allun
- JIOKyMEHTO000pOTa;
- OpraHM3aluio paboThI C AIEKTPOHHBIMU JOKYMEHTaMHU;
- BUIBl OPITEXHUKH M CHOCOOBI €€ WCIONb30BaHUS B JOKYMEHTAIIMOHHOM OOecTeueHUun
YIIPaBJIEHUS.

Ilepeyenn (popMHUpYEMBIX KOMIIETEHIHI
Obwue xomnemenyuu (OK):

KOJI VYmenns 3HaHuA

OK 01 pacrno3HaBaTh 3a/a4yy W/WiIM NMpoOieMy B | aKTyaJIbHbII npohecCuoHaANbHBIN u
npoeCCHOHATLHOM W/MIM  COLMAIbHOM | COLMANBHBIM ~ KOHTEKCT, B  KOTOPOM
KOHTCKCTC, aHAJIM3UPOBATh 3aaavdy A/UIn MPUXOOUTCHA pa60TaTB N KHNTb, OCHOBHBIC
npobieMy M BBIIENATH €€ COCTaBHBbIC | MCTOUHUKHA HMH(GOpPMAIMA U PECYpChl JUIS
HacCTHu, OIpECaACIIATh oTallbl  PCHICHUA | pCHICHUA 3a1a4 n HpO6J’I€M B

3a7a4u npo(ecCHOHATLHOM W/WIH  COLIMAIbHOM
BBISIBIIATH W D(PQGEKTHBHO  HCKaTh | KOHTEKCTE; aITOPUTMBI BHITIOJHEHUS padboT
uH(pOpMaIIHIO, HE00X0TUMYIO Uis | B NPOPECCHOHANBHOH U CMEXHBIX
pemieHusT  3aJa4d  W/WIM  TpoOJIeMBl; | 00JacTsX; METO/IbI paboThl B
COCTaBIATh TUIaH ACUCTBUS, OMPENENATh | MPOPECCHOHATHHON U CMEXHBIX cdepax;
HEO0OXOMMBIC pecypchr; BIIQJIETh | CTPYKTYpPY IUIaHAa JUIsl pelIeHUs 3a/ay;
aKTyaJIbHBIMH METO/aMU paboThI MOPSIZIOK OLIEHKH PE3YJIbTaTOB pElICHUs

B npodeccMoHaTbHOW M CMEXKHBIX | 3a7a4 NMPodeCCUOHATBHON IeATeTbHOCTH
cepax; peamu30BLIBATh COCTABIICHHBIN
IUIaH, OILICHUBATH pe3yabTar Hu
HOCIEACTBUS CBOUX JeUCTBU
(caMOCTOSITETLHO WM C  TIOMOIIBIO




HACTAaBHHKA)

OK 02 ompeAeNATh  3aJadyd 44 NOMCKa | HOMEHKJIaTypa nH(pOpPMaITMOHHBIX

UHPOPMALIUKU; ONPEAETATh HEOOXOIUMBbIE | HCTOYHUKOB, IPUMEHSEMBIX B
UCTOYHUKU UH(POPMALIUU poeCCHOHATILHOM 1€ TENbHOCTH;
IUIAHUPOBATh rpolecc MIOWCKA; | IPUEMBI CTPYKTYPHPOBAaHUS WH(POPMALIUY;
CTPYKTYPUPOBAaTh nosyqaemyto | popmar oopMiIeHUs pe3yabTaToOB MOMCKa
uHPOpPMaLIMIO;  BBLACTATH  HamOosee | MHPOPMALIMK, COBPEMEHHBIE CpEICTBA H
3HaYMMOE€ B IepeyHe uHopMaluy; | yCTpoilcTBa MHpOpMAaTU3aLUU
OLICHMBATh IPAKTUYECKYI0 3HAUYUMOCTb | MOPSAOK MX HNPUMEHEHUS U NPOTrpaMMHOE
pe3yibTaToB IIOUCKA; oopmiATh | obecnieueHue B npodeccuoHaIbHON
pe3yJbTaThl IOMCKA, IPUMEHSTh CPEACTBA | AEATEIBHOCTH B~ TOM  4HCIE  C
UHPOPMALIMOHHBIX  TEXHOJOIMH  JAJIS | UCIOJIb30BaHUEM LU(POBBIX CPENCTB
pemieHuss  MPO(eCcCHOHANBHBIX  3a]ad;
UCIIOJIb30BaTh COBPEMEHHOE
IPOrpaMMHOE o0ecrnieuyeHue;
UCMOJIb30BaTh  Pa3iMyHble  LU(POBBIE
CpeacTBa TUISt pelieHus
npodecCHOHATBHBIX 33a4

OK 03 OINpEAEIATh AKTyaJbHOCTh HOPMATUBHO- | COAEpkKAHUE AaKTyaJbHOM HOPMAaTHUBHO-
IPaBOBOM JIOKYMEHTaIH B | IPAaBOBOM JIOKyMEHTAllUM; COBpPEMEHHas
po(hecCuOHATIBHON e TEIbHOCTH HayyHast u npodeccruoHaIbHas
OPUMEHATh ~ COBPEMEHHYIO  HAay4HYIO | TEPMUHOJIOIHS; BO3MOXHbBIE TPAaeKTOPUHU
npodeccuoHaIbHYIO TEPMHHOJIOTHIO; | TPOhecCHnoHaTbHOTO pa3BUTHS u
OIpeNieNIATh U BBICTPAUBaTh TPACKTOPUHU | CAMOOOpPA30BaHMS; OCHOBBI
poheccuoHaIbHOTO pa3BUTHS U | IpealpUHUMATEIbCKON JeSITEIIbHOCTH;
camMo00pa30BaHus OCHOBBI (buHaHCOBOM IPaMOTHOCTH;
BBISIBJISITH JJOCTOMHCTBA W HEJIOCTATKH | MpaBuUja  pa3paboOTKu  OM3HEC-IUIAHOB;
KOMMEPUYECKON MJIeU; IPE3CHTOBATh UJEH | MOPSAOK  BBICTPAMBAaHUS  IPE3CHTALUU;
OTKPBITHSL ~ COOCTBEHHOro  Jefla B | KpeIUTHbIE 0aHKOBCKHE IPOAYKThI
npodeccnoHaIbHON JESTENIBHOCTH;
ohopMIIATh OM3HEC-TIJIaH; PACCUUTHIBATH
pasMepbl  BBIIUIAT 1O  NPOLECHTHBIM
CTaBKaM  KpEIWTOBAHUS;  ONPEIENSTh
WHBECTUIMOHHYIO  IPHUBJIEKATEIbHOCTD
KOMMEPUYECKUX uaeu B paMKax
npodeccuoHaIbHON NESTEIIBHOCTH;

IIPE3EHTOBATh OW3HEC-UICI0; OMPENENSTh
UCTOYHUKU (PMHAHCHUPOBAHMS

OK 04 OpraHW30BBIBaTh Pa0OTy KOJUIEKTUBA U | IICHXOJOTHYECKHE OCHOBBI JCSATEIHHOCTH
KOMaH/1bl B3alMO/JIEIICTBOBATH C | KOJUIEKTHBA, IICUXOJIOTHYECKNE
KOJJIEraMH, PYKOBOJICTBOM, KJIMEHTaMU B | OCOOEHHOCTH JIMYHOCTH; OCHOBBI
X0Jie Mpo(heCcCHOHAILHOMN IEATEIbHOCTUH | IPOSKTHOM JIeATeIbHOCTH

OK 05 rPaMOTHO U3JaraTb CBOM MBICIM M | OCOOCHHOCTH COLMAIBHOIO U KYJIBTYPHOTO
opopMIIATH JIOKYMEHTBI 110 | KOHTEKCTA;
npodeccuoHanbHOM TEMaTHKe Ha | mpaBWiIa OQOPMIIEHUS JOKYMEHTOB H
TOCYyJapCTBEHHOM  SI3bIKE€,  MPOSBIATH | MOCTPOEHUS YCTHBIX COOOIIEHUH
TOJIEPAHTHOCTh B pab0yeM KOJIJIEKTUBE

OK 09 NOHMMAaTh  OOMMH  CMBICA  YETKO | IPaBUJIa MOCTPOSHMSI MPOCTHIX U CIOKHBIX

IMPON3HCCCHHBIX BBICKa3LIBaHUU Ha
U3BECTHBIE TEMBI (IpOoQecCHOHATBHBIE U
OBITOBBIC), TOHUMATh TEKCTHI Ha 0a30BbBIC
po(ecCHOHANLHBIC TEMbI; YYaCTBOBATh B

NpeUIOKEHN  Ha  TpodeCCHOHATBHBIE
TEMBI; OCHOBHBIC OOIIEYOTPEOUTEILHBIC
rimaroyibl  (ObITOBass W TMpodeccroHaIbHas
JICKCHKA); JICKCUUECKUI MHUHHMYM,
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qUamorax Ha 3HaKoOMble OOIIME U | OTHOCSIIUICS K ONHCAHUIO IPEIMETOB,
npoeCCHOHATBHBIE  TEMBI;  CTPOWTH | CPEACTB M TPOIECCOB MPOPECCHOHATHHON
IPOCThIE BHICKA3bIBAHUA O ceO€ U O CBOECH | AEATEIBbHOCTH; 0COOEHHOCTH
npodeccCuOHaATHHON NEeSITeJIbHOCTH; | TPOU3HOIICHHMSI, MPaBHa YTCHUS TEKCTOB
KpaTko 0O0OCHOBBIBATh M OOBACHATH CBOU | IPO(ECCHOHATIHHOIN HAIIPABICHHOCTH
JIercTBUsl (TEKyllMe W IUIaHUPYEMBbIC);
IHUCaTh MPOCTHIE CBSA3HBIE COOOIICHUS Ha
3HAKOMBbIE 17001 UHTEPECYIOIINe
po(heCcCHOHAILHBIC TEMBI

IIpogpeccuonanvrvie komnemenyuu (11K):

I1K 1.1. OcyuiecTBisTh pac4eTHO-KACCOBOE 00CIYKUBAaHUE KIIMEHTOB.

I1K 1.2. OcymiecTBisiTh O€3HATMYHBIC TUIATEKHU C MCIOJIB30BAaHHEM Pa3IMYHBIX (OPM pacdyeToB B
HaIMOHAJILHOW M MHOCTPAHHOM BaJIIOTAX.

1K 1.3. OcymiecTBisTh pacdeTHOE 00CITYy)KHBaHUE CYETOB OI0/HKETOB PA3IMYHBIX YPOBHEH.

[1K 1.4. OcyuiecTBiaTh MeXOaHKOBCKHE PACUETHI.

[1K 1.5. OcymiecTBasiTh MEXTyHAPOAHBIE PACUYETHI 110 SKCIIOPTHO-UMIIOPTHBIM OTIEPALIUSIM.

I1K 1.6. O6cnyxuBaTh pacueTHbIE ONEpallMy C MCIOJIb30BAaHUEM Pa3IMYHBIX BUAOB IJIATEXKHBIX
KapT.

IIK 2.1. OnieHuBaTh KPeIUTOCIIOCOOHOCTh KJIUEHTOB.

I1K 2.2. OcymiecTBasiTh U 0OPMIISITH BbIIAYy KPEAUTOB.

I1K 2.3. OcyuiecTBiasTh CONPOBOXK/ICHUE BbIIAHHBIX KPEIUTOB.

[1K 2.4. [IpoBOIUTH OnIepaiy Ha PhIHKE MEKOAHKOBCKUX KPEAHUTOB.

I1K 2.5. ®opmMupoBaTh 1 peryaupoBaTh pe3epBbl Ha BO3MOXKHbIE IOTEPU IO KPEIUTaM.

Jquuocmelepes*lebmambl peanuzauuu npocpamMmsbl 60CRUMAHUA

TonepaHTHOEe CO3HAHWE W TIOBEJIEHHUE B TMOJUKYIBTYPHOM MHUpPE, TOTOBHOCTh U JIP 6
CIOCOOHOCTH BECTH JTUAJIOT C JPYTHMH JIFOJIbMHU, IOCTUTATh B HEM B3aWMOTIOHMMAHUS,
HAaXOJWTh OOIIMEe 1eTH M COTPYAHUYATh I UX JOCTHKEHHs, CIOCOOHOCTh
MIPOTUBOCTOATH HJICOJIOTUH AKCTPEMHU3MA, HAI[MOHAJIN3Ma, KkceHopoouwu,
TUCKPUMHUHAIIMM ~TIO  COLMANBHBIM, PEITUTHO3HBIM, PACOBBIM, HAIMOHAIBHBIM
MpU3HAKaM U IPYTUM HETATUBHBIM COIIMATEHBIM SIBIICHUSM

HpaBcTBeHHOE CO3HAaHHWE U TOBEJCHHE HAa OCHOBE YCBOEHHs OOIEYETOBEYECKHX JIP 8
LIEHHOCTEN

OcTeThyeckoe OTHOIIEHHWE K MHpY, BKJIIOYas JCTETUKY OblTa, HayuHoro u | JIP 10
TEXHUUYECKOI0 TBOPYECTBA, CIOPTA, OOIIECTBEHHBIX OTHOIIEHUHN

JemoHcTpupyonmii ymenue 3((eKTuBHO B3aMMOAEHCTBOBAaTH B KoMmaHne, Bectu | JIP 16
JIMAJIor, B TOM YHCJIE C UCIIOJb30BAaHUEM CPEICTB KOMMYHHUKALIUH

JleMOHCTpHpYIOIINI HABBIKM aHAJIN3a M MHTEepIpeTanuu nHpopmanuu u3 paznuusex | JIP 17
VMCTOYHHMKOB C Y4ETOM HOPMAaTHUBHO-ITPABOBBIX HOPM

JleMOHCTpHpYIOIIUiI TOTOBHOCTh M CIOCOOHOCTH K oOpa3oBaHuto, B ToM uucie | JIP 18
caM000pa3oBaHUIO0, Ha TMPOTSHKEHUU BCEM JKU3HU; CO3HATEJIBbHOE OTHOIICHHE K
HEMpepbIBHOMY OOpa30BaHUIO KakK YCJIOBUIO YCHENIIHOW NpoQecCHOHANbHON U
00IIIECTBEHHON AEATEILHOCTH.

[Tonmp30oBaTbecst  TpodecCHOHAIBHON — JIOKyMEHTanue Ha rocymapctBeHHom u | JIP 19
MHOCTpaHHOM s3bIkax. (B pen. Ilpukaza Munnpocsemenus Poccun or 17.12.2020 N
747)

Hcnons3oBats 3HAHUS o ¢duHaHCOBOM rPaMOTHOCTH, mnanuposars | JIP 21
MIPEANPUHUMATEIIBCKYIO JESTEIHLHOCTh B TIpodeccuoHabHOU cdepe. (B pen. Ilpukaza
Munnpocsenienust Poccun ot 17.12.2020 N 747)

HeoOxonumocts camooOpa3oBaHus U CTpeMsIIuiics K mpodeccuoHanbHoMy pa3zsutuio | JIP 22
10 BRIOPAHHOW CIIEUATBHOCTH.
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HNmers 0a30Byl0 MOATOTOBIEHHOCTh K CaMOCTOATENBbHOM pabore mo cBoeii | JIP 23
CIEUATIbHOCTH Ha YPOBHE CIEIHAINCTA ¢ TPodecCHOHATBHBIM 00pa30BaHuEM

OTKPBITOCTH K TEKYIIUM U NEPCIEKTUBHBIM H3MEHEHUSIM B MUPE TpyJia B npodeccuii. JIP 24

AKTUBHO IPUMEHSTH MTOJIyYEHHBIE 3HAHUS HA IPAKTHUKE. JIP 25

1.4. KoinyecTBO 4acOB HA OCBOEHHUE NMPOrPpaMMBbI T CIUIIHHBI:
MakcuMasibHas yueOHas Harpy3ka obydJaromierocs 57 yaca, B TOM YHCIIE:
- 00s13aTeNbHON ayIMTOPHOM yueOHOM Harpy3ku oOyyaromierocs: 38 4acos;
- CaMOCTOSTENILHOM PaboTHI 0Oy4Jaromierocs 19 vacos.

2. CTpyKTYypa ¥ coJep:KaHue y4eOHOU TUCIHUIIMHBI

2.1. O6beM y4eOHOI TUCIUNIMHBI M BH/AbI Y4e0HOIH padoThI

Bup y4eOHoii padoThl O0BeM yacoB
MakcumaJjibHas yueOHasi HArpy3Ka (Bcero) 36
B TOM YHUCJIC: -
JIEKLIUOHHBIE 3aHATUS 26
MIPaKTUYECKHUE 3aHSATHS 10
CamocrosiTesibHas padoTa o0yuyawierocs (Bcero)
[TpomexyTouHas artectanus B popme Hpyrue
(KontposbHast pabora)




2.2. TemaTuyeckuii nJjan u cogaep:xkanue ydyeoHou qrucuumiannbl OI1.04 JlokyMeHTalinOHHOE 00eclieyeHne ynpaBJieHust

OcpauBaemblie
HaumeHoBaHue O0bem YpoBeHb
pasieIoB 1 Tem Copaepxxanne y4e0HOro MaTepuaJia, NpakTH4YecKue padoThl, caMocTosATeJIbHAA padoTa 4ACOB OCBOCHMS* 9JIEMEHTBI
KOMIIeTeH i
1 2 3 4 5
4 cemecTp
Paznen 1. lokyMeHTAalHOHHOE o0ecliedeHHe YIIPABJIeHUs] OPraHu3aluei
Tema 1.1. Copep:xkanue y4eGHOro MaTepuaJia 2 1 OK 2. OK 6.
Hcropust u 1. Uctopus pa3BuTHs HAyYHBIX MPEACTABICHIH O TOKYMEHTAIIMOHHOM 00eCTIeYeHUHN OK 7. OK 8.
COBPEMEHHOE YIpaBJICHUs. DTalbl CTAHOBICHUS TOCYJAPCTBEHHOW CUCTEMBI IOKyMEHTUpoBaHus B Poccun. K 1.1. - 1IK 1.6.
COCTOSIHUE Henomnpoussoactso B Poccuu. IK 2.1. -TIK 2.5.
JOKYMEHTAIMOHHOT | 2. CyIIHOCTb, COJepKaHUE U BUBI JOKYMEHTOB. [JlIOKyMEHTHPOBAaHUE YIIPaBICHUECKON JIP-6,8,10,16-19,
0 obecrieueHus 1 JIEITEIBHOCTH. 21-25
ACTONPOU3BOACTBA | [IpakTHYeCKUE 3aHITUSA 2
1. duckyccus no teme: «Poiib 1 MECTO JIETONPOU3BOJICTBA B CTPYKTYPE yIPaBICHUECKON
NeSITEITBHOCTIY
2. Pemienue cutyanoHHbIX 3a1a4 1o Teme: «Pas3paboTka anropurma JOKyMEHTalOHHOTO
o0ecriedeHue MPUHATOIO PEILICHUSD.
CamocTtosiTeqibHasi paboTa 00y4yarolmuxcs 2
1. M3y4enue JeKIIMOHHOTO MaTepHasa, JIOTOoJIHEHHE KOHCIIEKTa.
2. BrinonHeHue 3a1aHus 10 TeME JUIS CAaMOCTOSITEIbHOM paboTh (TOAroTOBKa pedeparta) :
«PazpaboTKa anropuT™Ma JOKyMEHTAIIMOHHOTO 00eceYeHUE IPUHSITOrO PELICHUS.
Tema 1.2. Coneprkanue y4ed0HOT0 MaTepHajia 2 2 OK 2. OK 6.
Cucrema 1. HopmaTtuBHO-TIpaBOBast 6a3a opraHU3aluy JOKYMEHTAIIHOHHOTO 00ECIeUeHH s YIIPaBICHHUS OK 7. OK 8.
JIOKyMEHTAIUU KaK OCHOBA TEXHOJIOTHUH MPOLIECCOB yIpaBiieHus. ['ocynapcTBEHHas CUCTEMA K 1.1. - 1IK 1.6.
JOKyMEHTallMOHHOTro o0ecnieuenus ynpasnenus (I'CAOY). K 2.1. - TIK 2.5.
CocTaB yrnpaBlieHYeCKHX JOKYMEHTOB. [loHsATHE crcTeM AoKyMeHTanuu. OyHKIIMOHATBHBIC U JIP-6,8,10,16-19,
OTpacieBble CHCTEMBl JOKYMEHTAMW. YHHU(HKAUSI W CTaHIAPTU3AIMS YIPaBICHYECKUX 21-25
JOKYMEHTOB.
2. Yrpasnenue nokyMeHTtanuei. [Ipasuna opopMieHns yrpaBIeHYeCKUX JOKYMEHTOB
Oobmiepoccuiickuii KitacCHOUKATOP yIPaBICHUECKON JIOKYMEHTAIHH.
IIpakTHyeckne 3aHATHS 2

1. VcrHeiit onpoc no Temam: «l ocymapcTBeHHAs CHCTEMa JIOKYMEHTAIMOHHOTO O0eCIIeUueHUs
ynpasieaus (ICHAOVY)», «P6.30-2003 «YHuPUIUPOBAHHBIE CHCTEMBI JOKYMECHTAIlUU
I'oCT».)

2. [Tucemennbrii onpoc mo pazmeny 1: «JlokymMeHTanmMoOHHOE OOeCIeYeHHe YIpaBICHUS
OpraHu3alueiD.




3. PerieHne cutyaTHBHBIX 33724 10 TEMaM:
1) «Pa3paboTka u GyHKIHMOHAIEHO-IITATHOW CTPYKTYPBDY
2) «OdopmireHue MPOTOKOJIA POBEACHUS COBEIIIAHMSDY

CamocTtosiTeqbHasi paboTa 00y4arouxcs

1. U3yuenune JEKIMOHHOTO Matepuana, pononHenue koHcmekra ['OCT P 6.30-2003
«YHUPHIUPOBAHHBIE CHCTEMBI IOKYMCHTAIHH. .

2. TToAroToBKa K PEeHMICHUIO TPAKTHUSCKUX CUTYAIHi (pEellIeHHe TECTOBOTO 3a1aHus):

1) «Pa3paboTka 1 (HYHKIIMOHATBHO-IIITATHON CTPYKTYPhD»

2) «OdopmiteHHEe TTPOTOKOIA MPOBEACHIS COBEIIAHUSDY

Paznen 2. YipaBiieHueckasi 1 KaJApoBasi JOKYMeEHTAIUSA

Tema 2.1. Conep:kanue y4eOHOro MmaTepuasa OK 2. OK 6.
YmpasneHueckas 1. Opranu3anroHHO-TIPABOBEIC JOKYMEHTHI: OK 7. OK 8.
JIOKyMEHTaLUsA YUPEIUTENbHBIA JJOTOBOP, YCTaB; MOJIOKEHHE 00 OpraHW3alliH; MOJIOKEHHE O CTPYKTYPHOM K 1.1. - 1IK 1.6.
NOApAa3AeCHUN; CTPYKTypa M IUTAaTHAs YUCICHHOCTh; IITATHOE PACIHUCAHUE; NOJIKHOCTHAS K 2.1. - 1IK 2.5.
WHCTPYKLHSI. JIP-6,8,10,16-19,
2. PacriopsiautenbHble AOKYMEHTHI: TPUKAa3; paclopsDKEHHUE; YKa3aHHe; IOCTaHOBJICHUE, 21-25
peleHue.
3. MadopmanmoHHO-ClIpaBOYHEIE JOKYMEHTBL. [IpoTokomsr: TMIOJIHBIH, KpaTKuM,
COKpAILICHHBIH, BHIIIICKA U3 TIPOTOKOJA; aKT.
4. 3anmucku: JOKJanHasl, ciryxeOHas1, o0bsicHuTenbHas1. CripaBka, CBOJKA, CIIUCKH.
5. Ciry>xebHble mucbMa. Tenerpamma, TeseoHorpamma, pakcorpamma.
IIpakTHYecKHe 3aHATHS
1. Pemenune cuTyaTHBHBIX 3a/1a4 [0 TeMe: « Y TIpaBJICeHUECKas TOKYMEHTALHSD»
2. IIpoBepka KOHTpPOJBHOTO cpe3a 3HaHWi (3achnymmBaHue pedepara C Mpe3eHTanuei 1o
OJTHOM 13 MPEeI0KEHHBIX TEM)
3. TectupoBanue 1o Teme: «YpapiieHUECKasi JOKYMEHTALHs»
CamocrosiTeqbHasi padoTa 00y4aromuxcs
1. UzyueHwne JIEKIIMOHHOTO MaTepUaa, JOITOJTHEHNE KOHCIIEKTA.
2. PemieHne CUTYyaTHBHBIX 33124 10 TeMe: YTIpaBlieHUeCKas JOKYMEHTAIIHSI.
3. IloaroroBka K KOHTPOJBHOMY cpe3y 3HaHUU ( HamucaHue pedepaTa MO OJHOH H3
MIPEIIOKCHHBIX TEM)
Tema 2.2. Coaep:xanue yueOHOro MaTepuaja OK 2. OK 6.
Kanposas 1. ®ynkuuu otaena kangpos. OOs3arenbHbIE AOKYMEHTHI KaApoBOH ciyxObl. IIpaBoBbie OK 7. OK 8.
JOKYMEHTaLHs ACIIEKTHI 3aKJII0UEHHsSI, U3MEHEHHSI U IPEKPaIeHus JeHCTBUS TPYLOBOTO I0TOBOPA. K 1.1. - TIK 1.6.

2. JIoKyMeHTBl TIO0 JIMYHOMY COCTaBY: 3asiBICHHE O TIpPHEMe, YBOJILHEHHH, MEPEBOJIE;
TPYZIOBbIE  JOrOBOpBI; TPHUKa3bl IO JIMYHOMY COCTaBy. llepBHuYHBIE JOKYMEHTBI
TPYJAOYCTpPOMCTBA.

K 2.1. - TIK 2.5.
JIP-6,8,10,16-19,
21-25
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3. JInunoe aeno. OcHOBHEIC TpeOOBaHMsI K O()OPMIICHUIO U XPAaHCHUIO JTUYHOTO JICIIA.

4, Jlngnas kaptouka: odopmieHHe, 3amoinHeHHe W XpaHeHHWe. CpOKM XpaHCHHS JIMYHBIX
KOPTOYEK

5. TpynoBast KHWKKa: BblJada, 0(hOpMIICHUE, XPaHCHHE.

IIpakTH4yeckue 3aHATUA

1. Pemmrenne cutyaTuBHBIX 3a7a4 10 TeMe: «KaapoBast TOKyMEHTAITHsD
2. TectupoBanue 1o pazneny 2. « YIpaBJIeHYecKas 1 KaJpoBast JOKyMEHTAIUS

CamocTtosiTesqbHasi paboTa 00y4aroMXcs.

1. 3y4eHue JeKIMOHHOTO MaTepHaa, IOMOJIHEHHE KOHCIIEKTa.

2. Pemienne cutyaTHBHBIX 331a4 110 Teme: «KanpoBast JOKyMeHTanus»

3. [lomroroBka K TECTUpOBAaHUIO TO pazmedy 2. «YmOpaBieHYeckas W KaJpoBas
JOKYMCHTaU WA

Pasznen 3. JlokyMeHT000OPOT B OpPraHu3alNu

Tema 3.1.
Opranuzanus
paboThI C
JIOKYMEHTaMU

Conep:xanue y4eOHOro MaTepuaJia

1. Cnyx6a JIOY: conmepkaHue, 3anauu, GYHKIMU, CTPYKTypa CiykObl. JloKyMeHTOO0OpOT:
CYIIHOCTH 1 OCHOBHBIC ITIOTOKH JOKYMCHTOB.

2. OnpeienieHre MEHHOCTH JOKYMEHTOB. PerucTpanusi 1 KOHTPOJIb HCIIOJIHCHHUS TOKYMEHTOB.

3. YcraHoBieHHEe TOpsIKa JBWXKEHUS JOKYMEHTOB WJIM YIOpPaBICHHWE JOKyMEHTaluei
opranuzamnui. @opMHUpPOBaHUE T,

4. TToaroToBKa JJOKYMEHTOB K MOCIEAYIONIEMY XpaHEHHIO.

IIpakTHYecKHe 3aHATHS

1. Pemenue cuTyaIMoHHBIX 3a/1a4 1Mo Teme: «Opranusaius paboThl ¢ TOKYMEHTAMEY.
2. 3acnymBaHue pedepara ¢ IpPe3eHTAIUEH 110 OHOM U3 MPEIJI0KEHHBIX TEM.

CamocTosiTeibHAas padoTa 00y4yalonuxcs.

1. 3y4enue JeKIMOHHOTO MaTepHaa, J0MOJIHEHHE KOHCIIEKTA.
2. Iloaroroska pedepara 1mo oAHON U3 NPEIITOKEHHON TEMBI.

OK 2. OK 6.
OK 7. OK 8.
K 1.1. - TIK 1.6.
K 2.1. - TIK 2.5.
JIP-6,8,10,16-19,
21-25

Tema 3.2.
KommbroTepasie
TEXHOJIOTUU
JIOKyMEHTAIIMOHHOT
0 obecrieueHus
YIIPaBIICHUS
opraHu3anuen

Coaepxanne yueOHOr0 MaTepHaJIa

1. KomnbroTepusanust JeNONPON3BOJCTBA HA MNPEANPHATAN. ABTOMaTH3amus paboThl ¢
JOKYMEHTaMH.

2. MammHounTaemas JokymMeHTauus. Hocurenu, npuMeHsieMble IPU CO3JaHUU JIOKYMEHTOB,
1 TpeOOBaHUA K UX 0(POPMIICHUIO

l'[paRanecm/le 3aAHATUSA

1. KonTposbHas pabora B JOpMe UTOTOBOI'O TECTHPOBAHUS

CamocTtosiTeqbHast paboTa 00y4al0IHXCS

1. IlogroroBka K KOHTPOJIBHOM paboTe

OK 2. OK 6.
OK 7. OK 8.
K 1.1. - TIK 1.6.
K 2.1. - T1IK 2.5.
JIP-6,8,10,16-19,
21-25

Bcero:

36
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*YpoBHM OCBOEHMsI yUeOHOT0O MaTepuaa:

1. — 03HaKOMUTEINBHBIN (y3HABaHUE paHEE U3YUYEHHBIX OOBEKTOB, CBOICTB);

2. — PenpOAYKTUBHBIN (BBIIOJIHEHUE IEATEIIBHOCTH 110 00pa3lly, MHCTPYKLUU WU MO/ PYKOBOJCTBOM)

3. — IPOAYKTHBHBIH (TUTAHUPOBAHKUE U CAMOCTOSITEIHHOE BBHIIIOJHEHUE ICATEILHOCTH, pellICHHE TPOOIEMHBIX 3a1a4)
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3. Yci0Bus peau3auu y4eO0Hoi JHCIUIITHHBI

3.1. TpeOoBanus K MATepHAJIBLHO-TEXHHYECKOMY 00ecre4yeHn 0

obecnieyeHus YIIpaBJICHUA.

Peanuzanus yuyeOHON IUCUHUIUIMHBI TpeOyeT Hanuuusi yueOHOro kaOuWHeTa MpaBOBOTO U
JOKYMEHTAIMOHHOTO obecnedeHus: NpoecCHOHATbHON AEATeNbHOCTH,

AOKYMCHTALITUOHHOTI'O

[Tomemenne kabuwHeTa yHOBIETBOpSiET TpeboBaHUsM (CaHUTAPHO-IMHIAEMHUOIOTHUECKUX

npaBui 1 HopmatuBoB (Canllun 2.4.2 Ne 178-02).

HanmenoBanue 000py10BaHHBIX
Y9eOHBIX ayAUTOPUH IS
MPaKTUYECKUX 3aHATUH,
J1a00PaTOpUil, MACTEPCKUX

[lepeuens MaTepuaTFHOTO OCHAIIEHISI, 000PYIOBaHIS U
TEXHUYECKUX CPEJICTB O0yUCHHS

Kabunet TIPaBOBOTO u
JOKYMEHTAIIMOHHOTO 00ecTeveH s
po(heCCUOHAIBHON NEATENbHOCTH,
JOKYMCHTAIMOHHOT'O O6CCHC‘-ICHI/I$I
yIIPaBJICHUSI

Mamepuanvroe OocHaujeHue,

uHmepakmugHoe 06opyoosarue:

- Kommnbrotep - 12

- IIpoexrop -1

- Okpan -1

[MapTeI-6 (2-x MecTHAs)

- Crou xoMmboTepHBIH - 10

- Cron yunrens-1

- Crynps-18

- Cryn yunrens - 1

- Kamozu -2

- Jlocka menoBast 3-x cTBopuaras -1

- Jlocka MarHUTHO-MapKepHas - 1

- CeeTHIIbHHUKH — 9

Kononku ay1g BocripousBeeHus 3ByKa — 210T

PaGouee MecTo mnpemnonmaBaTens CHA0XEHO BBIXOJOM B

KOPIIOPAaTUBHYIO CeTh W VHTEepHET, MMeeTCs KOHTEHTHAas

(bunpTparys.

Ilpoepammnoe obecneuenue

- Eclipse java luna SR1 win32

- 7-Zip

- 1C: Ilpennpusarue. KoMIIEKT /i1 BHICIIUX U CPETHUX
y4eOHBIX 3aBEJICHUI

- Mozilla Firefox

- Adobe Flash Player ActiveX

- Adobe Flash Player Plugin

- Adobe Reader

- ESET Endpoint Antivirus

- Microsoft™ Windows® 7 (DreamSpark Premium Electronic Software
Delivery id700549166)

- Windows® Internet Explorer® 11 (DreamSpark Premium Electronic
Software Delivery id700549166)

- Microsoft™ Office®

- Kowmmonentsr Windows Live

- Xampp

- IrfanView

- Java7

- Google Chrome

- «["apaHT a’po»

- «Cucrema ['maBOyx»

- Koncynsrantllntoc

KomnbvlomepHoe u

Bubnmoreka
YuTaneHbIN 3211

Komnwvromeprnoe u unmepaxmusnoe obopyoosanue:
APM Oubnuorekapeir - 7, APM gmus uyurarenei - 3,
MpUHTEP - 2,cKaHep — 1

Mamepuanvnoe ocnawenue:
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Cremnax - 97, xadeapa - 3,BBICTABOYHBIA CTEIaX - 7,
KaTWIOKHBIA 1mKad - 4, paboume CTONBI, CTYJIbA.
Karanoxnast cucrema OubmMoTekn - isi  OOy4YeHHUS
CTYAGHTOB yMEHHIO TIOJIb30BaThbCsS CUCTEMOW TOHCKa
nuTepaTypsl (kKaprodHas U aJexTpoHHas) KommgectBo
ocafo4HbIx MecT: 102

3.2. UudopmanuonHoe odecriedeHne 00yueHust

IlepeyeHb OCHOBHOW M JONOJHUTEJIbHOH Yy4eOHOM JIUTEPATYPbl, HEOOXOAUMOM JISI OCBOEHMSI
y4eOHOM TUCUMILINHBI

Ileyammuvie uzoanus:

1. bromxernsiii kogexe Poccuiickoit @enepanuu [Tekcr]: Texkct Ha 2019 rox ¢ u3mMenenusimMu ot 1
OKTAAOps - M.: Dkemo, 2018. - 464 ¢. - (AKTyalIbHOE 3aKOHOIaTEIILCTBO).

2. I'paxxnganckuit kogexc Poccuiickoit @enepanmu. Yactu mepas, BTOpasi, TPEThs M YeTBEpTas
[Tekct]: mo cocrosiuio Ha 1 HOsOpst 2018 1. - M.: IIpocmekT, 2018. - 704 c.

3.Konctutynuss Poccuiickoit ®enepanuum ¢ H3MEHEHUSIMHU, OJOOPEHHBIMH OOLIEPOCCUMCKUM
rosocoanueM ¢ 1 wuroma 2020 roma - Mocka: ACT, 2020. - 64 c. - (Hoseiimee
3aKOHOJATENbCTBO). - TEeKCT: HeOCPEACTBEHHBIH.

4. Hanoroserit konekc Poccuiickoit @eneparnuu: Yactu 1 u 2 [Teker]: mo cocrosiHuio Ha 1 HOSOps
2018 r. - M.: IIpocnexkr, 2018. - 1136 c.

5. IMmenko, A.B. JlokymeHntannonHoe obecrieuenue ynpasienus : yueOHuk / A.B. Ilmenko, JLA.
Hoponuna. - 18-¢ u3x, nepepad u gor. - Mocksa : Akagemus, 2020. - 192 c.

6.Pymbinnna, JI.A. JlokyMeHTanmoHHoe obecriedeHue yrpapieHus [TekcT]: yueOHMK Ui cro /
JI.LA.PymbiauHa. - 3-€ u3M., ucnp. - M.: Akagemus, 2018. - 224 c.

7. Tpynosoii koaekc Poccuiickoit ®enepanun [Tekct] - M.: Omera-JI, 2019. - 230c. - (Konmekcobl
Poccuiickoit deneparun).

Onexmponnvie uz0anus (71eKmpoHHbvle pecypcol).

1. doponuna, JI. A. JlokyMeHTallMOHHOE OOecleueHUe yNpaBlIeHUs: YUeOHUK U MPAKTHUKYM JUIs
CIIO/ JI. A. doponnna, B. C. UputukoBa. — 2-¢ m3xa., mepepad. u mom. — Mocksa: OpaiiT,
2023. — 270 c. — TexkcT: anexkTpoHHsbli // Obpa3zoBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/530252 (nara obpamenus: 12.05.2023).

2. KazakeBuu, T. A. JlokyMeHTalMOHHOE OOecIieueHUe YIpaBlIeHHUs: YUeOHUK M MPAKTUKYM JJIs
CIIO / T. A. KazakeBuu, A. U. Tkamna. — 2-e¢ usnm., ucnp. u gon. — Mocksa: HOpaiit, 2023. —
177 c.— Tekct: snexTpoHHbli // OOpasoBarenbHas 1uiargpopma FOpait [caiit]. — URL:
https://urait.ru/bcode/513745 (nara obpamenus: 12.05.2023).

3. Kopuees, U. K. JlokymeHTallmOHHOE OOecleYeHHue YNpaBieHUs: YUeOHMK M TPAaKTUKYyM IS
CIIO / W. K. Kopnees, A. B. ITimenko, B. A. Mamrypues. — 3-e u3j., nepepad. u gom. — Mocksa:
FOpaiir, 2023. — 438 c¢. — Texkct: anexTpoHHbIH // OOpa3oBarenbHas miatdopma FOpaitt [cait].
— URL: https://urait.ru/bcode/523611 (nara obpamienus: 12.05.2023).

4. Ky3ueuoB, U. H. J[lokymeHTalmoHHOEe oOOecleYeHHe YNpPaBICHHUS NEPCOHANIOM: Y4YEeOHHMK U
npaktukym ust CIT1O / W. H. Ky3nenoB. — 2-e u3z., nepepad. u gon. — Mocksa: IOpaiit, 2023. —
393 c. — Texkct: anexktpoHHbId // OOpazoBatenbHast miaatgopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/530256 (nara obpamenus: 12.05.2023).

5. lllyBanosa, H. H. JlokymeHTalmoHHOE OOecrieueHue yrpaBlieHUs: yYeOHUK M MPAKTHUKYM JUIS
CIIO/ H. H. llyBanoBa. — 3-e¢ u3m., mepepad. u gom. — Mocksa: Opaiir, 2023. — 247 ¢c. —
Texct: onexTpoHHblii //  OOpasoBarenbHas 1miarpopma FOpaiitr  [caiit]. — URL:
https://urait.ru/bcode/531240 (nara obpamenus: 12.05.2023).

JononnumenvHvle UCMOYHUKU.
1.Ky3uenos, U.H. JlokymeHTanioHHOE OOECIIeYeHNE YIpPaBIEeHUS M JIEIONpPOou3BoaCTBO [Tekcr]:
yueOnuk / .H.Ky3nenos. - M.: FOpaiit, 2018. - 576¢.
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Ilepeyenb pecypcoB HMH(OPMANUOHHO-TEJEKOMMYHUKANMOHHON ceTn «WHTepHeT,
HEeO0XOAUMBIX /I OCBOCHHMS Y4eOHOM JUCIUIJIMHBI

Jlns BBINOJIHEHUS 33JaHUM, MPEIYCMOTPEHHBIX pabodel MporpaMMoON HCHOJIb3YIOTCS
pexomeHioBanHble THTEpHET-caiiThl, ObC.

JIeKTPOHHBbIE 00pa30BaTe/IbHbIE PeCypPChl
1. ®enepanbhbiii nopran «Poccuiickoe oopazoBanuey: http://edu.ru/;
2. Undpopmanmonnass cuctema «EamHOe OKHO J0CTyma K 00pa3oBaTelbHBIM —pecypcamy»:
http://window.edu.ru/;
3. Enunas xostekius udpoBeix 00pa3zoBaTelibHBIX pecypcos: http://school-collection.edu.ru/;
4. denepabHbIi HEHTP UHGOPMAIIMOHHO-00Pa30BaATEILHBIX pecypcog: http: //fcior. /edu.ru/;
5. eLIBRARY.RU: Hayunas »snexktpoHHass Oubnmoreka [DneKTpoHHBIH pecypc]. — Pexum
nocryna: http://elibrary.ru
6. CupaBouno-mipaBoBas cuctema "TAPAHT" http://www.i-exam.ru
7. DBC «tOpaiit» [DnekTponnslii pecypc]. — Pexxum nocryna: http:// biblio-online.ru/



http://edu.ru/
http://window.edu.ru/
http://school-collection.edu.ru/
http://elibrary.ru/
http://www.i-exam.ru/
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HNuTrepakTuBHBIE (hOPMBI IPOBEICHUN 3AHATHI

B nmemsx peanu3anumum KOMIIETEHTHOCTHOIO IOJAXOAA Ul OOecledyeHUs KaueCTBEHHOI'O
00pa30BaTeNLHOTO MpoIIecca MPUMEHSIOTCS HHTEPAKTUBHBIE (DOPMBI IPOBEACHUS 3aHIATUM:

HNuTepakTHBHBbIE (D)OPMBI IPOBEIEHUS 3aHATHII (B Yacax)

Bun Jleknuonnsie | IpakTudeckue
®opm YPOKH 3aHATHS Beero

Huckyccus - 1 1

Penienne cuTyalMoHHBIX 3a1a4 - 7 7
IMpe3eHTanuss ¢  KMCHOJB30BAHHUEM 4 4
MYJIBTUMETUHHBIX CPEJICTB

- 12 12 gacos,
HToro MHTEpaKTUBHBIX 3aHATHIM yT1o cocrasister 31,57%
OT ayAUTOPHOM HAarpy3Ku

4. KOHTPOJIb ¥ OLIeHKA Pe3yJIbTATOB OCBOCHHS Y4eOHOM M CUMILINHBI

KOHTpOHL U OICHKa pPE3YJIbTATOB OCBOCHUS y‘lC6HOI71 AUCHUIITIMHBL  OCYIINCCTBIISICTCSA
npenoaaBarcJicM B MIPOHCCCC MPOBCACHHA INPAKTHYCCKHUX 3aHﬂTHﬁ, TCCTUPOBAHHUA, a TaAKKEC

BBITMIOJTHEHHS 00yJaromuMucs pedeparos.

PesyabTaTsl 00yyeHus
(ocBOCHHBIE YMEHMSI, YCBOCHHbIEC 3HAHMS)

@DopMBbI U METOAbI
KOHTPOJISI M OLIEHKH
pe3yabTaToB 00y4eHHst

Ymems:

- 0oQOopMIISITH JOKYMEHTAIIMI0O B COOTBETCTBMM C HOPMATHBHOM
0a3oii, uCHoNb3yd WHPOPMAIIMOHHBIE TEXHOJOTUM W CPEJCTBa
OpPITEXHUKHU;

- HCIOJb30BaTh YHU(DUIIMPOBAHHBIE CUCTEMBI IOKYMEHTAIINH;

Y CTHBIN B TMCEMEHHBIHN
onpoc

AHanu3 peuieHus
CUTYAIIMOHHBIX 33]1a4

- OCYLUECTBJIATH XpaHEHHUE, IIOUCK JOKYMEHTOB; Huckycens

- HCIIOJbh30BaTh TEJICKOMMYHUKAIIHOHHBIC TEXHOJIOTUH p | TecTupoBanue
ANEKTPOHHOM JJOKYMEHTO000POTE; 3acnymmuBanue pedepara
Snamo: Huckyccus

- OCHOBHBIE MTOHSATHUSA JIOKYMEHTAIMOHHOTO obecnieueHust | Verublit ompoc
yIpaBJICHHUS;

- OCHOBHBIC 3aKOHOIATCJIbHBIC W HOPMATHUBHBIC AaKTHI B o0OJacTu
JOKYMEHTAI[HOHHOT'O

- oOecrnieveHus yrnpaBiIeHUS;

- 1Iend, 3a7auyd W TPUHLIUIBL JOKYMEHTAIIMOHHOTO OOecreueHHs
yIIpaBJICHNUS;

- CHCTEMBI JOKYMEHTAIIHOHHOT'O 00EeCTIeYeHH s yIIPaBICHHUS;

- TpeOOBaHMS K COCTaBJICHHUIO W O(OPMIICHUIO PAa3IMYHBIX BHIIOB
JIOKYMEHTOB;

- o0mme mpaBwiIa OpraHu3anuy paboThl C JOKYMEHTAMHU;
- COBpeMEHHble  WH(POpPMALMOHHBIE  TEXHOJOIMHU
JAOKYMCHTOB M aBTOMAaTU3alluU

- JIOKYMEHTOOOOpOTa;

- OpraHu3aIMIo PabOTHI C HIEKTPOHHBIMH JOKYMEHTAMH;
- BHIBI OPIrTCXHUKU u CII0COOBI €C HUCIIOJIBb30BaHUA B

CO3aaHuA

TecTtupoBanue
3acnymuBanue pedepata
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AOKYMCHTAIIUOHHOM obecrieyeHnu YIIPpaBJICHUA




