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1. ACHIOPT PABOYEM IMPOT'PAMMBI YUEBHOM JIUCIUATLINHBI

«JlokyMeHTaIMOHHOEe 00ecredeHue ynpaBJeHusD)

1.1. [IporpaMMa y4yeOHOM JAHUCLMIUIMHBI SIBISIETCS 4acTblO OCHOBHOM
npodeCCHOHAIBHON ~ 00pa3oBaTeIbHOM TporpaMmbl B cooTBercTBUM ¢ DPI'OC o
cnenuansHocTy CITO 38.02.03 «OnepanronHast 1eITeIbHOCTh B JOTUCTUKEY

[IporpamMma yueOHOW AMCHMILIUHBI MOKET OBITh HCIOJb30BaHA B JIOMOJHUTEIBHOM
npodeccHoHalbHOM ~ 00pa3oBaHWM (B MpOrpaMMax  IOBBIIICHUS  KBaTU(UKAIMH U
NEPErnoAroTOBKM) M Mpo(ecCHOHANbHOM MOArOTOBKE paOOTHUKOB B 00JacTH IpaBa U
COLIMAJIBHOTO 00eCTIeUeHHS.

1.2. MecTo y4yeOHOIl OMCHUILVIMHBI B CTPYKTYpe OCHOBHOII mnpodeccHoHAJIbHOI
o0pa3oBaTeIbHOWH MPOrpaMMbl: JUCHHUIUIAHA BXOAUT B NPOPECCHOHATBHBIA IMKJI Kak
obuienpodeccruoHanbHas TUCIUILUINHA.

1.3. Heau u 3agaum y4eOHOIl JMCUMIUIMHBI — TpeOOBaHHMS K pe3yJbTaTam
OCBOEHMS THCIUNIUHBI:

B pesynbrare ocBoeHUs y4eOHON AUCIUIUIMHBI CTYICHT JO/DKEH_YMeTh:

—  COCTaBIATh U O(OPMIIATH TOKYMEHTHI, BXOJSIINE B CIEHHAIbHbIE CHCTEMBI
JIOKYMEHTAIUH.

W3ydeHue mporpaMMHOT0 MaTepualia J0HKHO Clioco0CTBOBAaTh (POPMUPOBAHUIO Y

CTYACHTOB HOBOT'O SKOHOMHNYCECKOT'O MBIIIJICHUS.

Pabouas mporpamma paccuntana Ha 48 daca (B Tom umciie 20 4acoB — MPaKTUYCCKUE
3aHATHUA) 111 0a30BOT0 YPOBHS MPOo(ecCHOHaIbHOTO 00pa30BaHMUs.

[Tpu ocBOCHMH TUCIUTUIMHBI 0CO00 BHIMaHHUE 00paIaeTcs Ha €€ MPHKIIaTHOM
XapakTep, Ha TO, TJe U KOTJa N3ydaeMble TEOPETHUECKNE HABBIKU MOTYT OBITh HCITOJIb30BAaHbI B
Oynyiieil mpakTUYECKOU e TEIbHOCTH.

[IporpaMMa AUCUMILTUHBI IPEAIOIAaraeT MPaKTUIECKOe OCMBICIICHUE €€ Pa3IeioB U TEM
Ha MPaKTUYECKUX 3aHATHSIX.

B pe3ynbraTe ocBoeHUs yueOHOM NUCUUIUIMHBI CTYAEHT JOKEH 3HATh:

—  CcOCTaB JOKYMEHTOB CIIEIIMATBHBIX CUCTEM JOKYMEHTAIUH;
—  ¢dopMyIApBl JOKYMEHTOB, BXOSIINX B CIIEIMATIbHbIE CUCTEMbI JTOKYMEHTAIIUU;
—  (OpMBI 1 METOBI COBEPIICHCTBOBAHUS CIIEIIHATBHBIX CHCTEM JIOKYMEHTAIINH;

OCHOBHBIE HaNpaBJIeHNUs YHU(DUKAIIUN U CTAHJAPTH3AINH CIIEIUAIBHBIX CUCTEM

JIOKYMEHTaIu!

1.4. PekoMeHayeMoO€e KOJIMYECTBO YACOB HA OCBOEHHE MPUMEPHOii MPOrpaMMbl
Y4eOHOM IMCUMILINHBI:

MaKCHUMaJIbHOW yueOHOU Harpy3ku oOyuaromerocs - 51 yaca, B TOM 4ucie:
00s13aTeNIbHON ayIUTOPHON yueOHOM Harpy3ku odyuaromierocs -34 4yacos;
CaMOCTOSITeNIbHON paboThl 00yuarorierocs - 17 4acos.

2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILINHBI
2.1. O0beM yueOHO# IMCIMIIMHBI M BUABI Y4e0HO0# padoThI

Bup y4eoHoii padoTsl KoimnuecTBo
4acoB
MakcumaJjibHasi yueOHasi HATpy3Ka (Bcero) 51
Oo0s3aTesibHAsA ayIMTOPHAsA yuyeOHas HArpy3Ka (Bcero) 34

B TOM YHCIJIC:

nabopaTopHble paboThI -

MIPAKTUYECKHE 3aHSITHS 18
KOHTPOJIbHBIE padOTHI -
CamocrosiTesibHas padoTa o0y4arouierocs (Bcero) 17




| Mtorosas aTrecranusi B opme K3aMeHa

2.2. TemaTnueckuii IVIaH U Co/iep:KaHNe y4eOHOH TUCHHMILVINHBI «/[0OKyMeHTallHOHHOE

olecreyeHue ynpaBjaeHHD)

HaumeHoBaHue pa3iesioB
U TeM

Conep:xanue yueOHOro MaTepuaJa,
JadopaTopHble padoThl M NPAKTUYECKHE
3aHATHSA, CAMOCTONATeIbHASA padoTa
00y4Jaonuxcs

Oo0LeM
4acoB

YpoBenb
OCBOCHHA

BBenenne

Pazpnen 1.
JoxymeHTUpOBaHME
YIIPaBICHYECKON
JIeSITEJIbHOCTH.
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Temal.l.OpranusanuoHHo-
pacropsauTeIbHbIe
JIOKYMEHTHI.

YaupuuupoBaHHas CUCTeMa OpraHH-
3allMOHHO- pacnopsAUTENbHOM
nokymentaiuu (OPJl). T'OCTsr na OP/I.
TpeboBanue k 0OPMIICHHUIO TOKYMEHTOB.

Krnaccudukanus opraHu3aioHHO-
pacnopsAUTENbHON TOKYMEHTAIIUU:
OpraHHU3a-IIMOHHBIC JOKYMEHTBI,
pacnopsAuTenbHbIE, CIIPABOYHO-
nH()OPMAIIMOHHBIC, CITY>)KEOHBIC TUCHMA.

Opranu3zaloHHbIE JOKYMEHTHI — YCTaB,
TMIOJIOKCHHE, JIOTOBOP YUpEAUTEICH, MpaBuiIa
BHYTPEHHETO TPYAOBOTO PacropsIKa.

PacriopsituTebHBIC TOKYMEHTHI: TIPUKA3bI
(10 OCHOBHOI1 JIEATENBHOCTH U MO TUYHOMY
coctaBy). Pacniopsukenusi, ykazanusi.
[TocranoBnenus, pemenus, MHCTpyKIuu.

CrnpaBouHO-UH(OpPMAaLIMOHHBIE
JOKYMEHTBI: aKT; TOKJIaaHas (ciyxeOHas)
3aIlMCKa; CTIpaBKa.

OdopmieHre akTOB HATOTOBBIX
WHCIEKIUH.

Ocobennoctu 0hopMIIeHUS aKTOB
peBusnn Kacchl. [Topsiok cocTaBiIeHMs
aKTOB CBEPKH Pacu&TOB MEXIY NeOUTOpaMu
Y KPEUTOPAMHU.

CrnyxeOHble TUChMa. TUTIOBBIC U
TpadapeT-Hble ClyKeOHbIE TUChMA.
WNHuimaTUBHBIE U OTBETHBIE CIYKEOHbBIE
nmcbMa. [IrucbMa — 3ampockl ¥ TUChMa —
OTBETHI OPTaHU3alNi KpeAUTOPOB. THIOBBIE
rapaHTUHBIE MUCbMA OT OPraHU3AUN
(rapaHToOB) — GaHKaM O TIOTAIIEHUU KPEAUTA.
TumoBoe COMPOBOIUTEIHEHOE MUCHMO K
JIOTOBOPY.

CamocTtosiTesibHAsA padoTa 00y4YarOUIUXCH:
C.p.1 CooOrieHus o HCTOPUU
JIEJIONPOU3BOJCTBA

C.p.2 IlpaBuna odopmiieHHs] pEKBU3UTOB
nokymentoB YC OP/I.

Cp.3 CocTaBuTh JOJI’KHOCTHYIO




MHCTPYKIHUIO, B COOTBETCTBHH C Mpoduiem
BBIOpPAHHOM CHEMAIBHOCTH.

C.p.4 XapakTepucTukKa 1 0COOCHHOCTH
oopMIICHHS aKTOB, IPOTOKOJIOB,
JOKJIaTHBIX, OOBSICHUTEIIbHBIX, CIPABOK,
CIIY’K€OHBIX 3aITUCOK, CITY)KEOHBIX THCEM,
TejerpamMm, TeneoHorpamMmm.

IIpakTH4yeckne 3aHATHSA:

[IpakTHyeckas padora Nel.

CocraBnenne 01aHKOB OpraHU3aluU

[IpakTuyeckas padora Ne2. Ochopmienue
IIPUKa3a 110 OCHOBHOM JeATEIILHOCTH U 110
JUYHOMY COCTaBY.

[Ipaktuyeckas padora Ne3. Ocdopmienue
cIyeOHbIX niceM Ha popmate A4 u AS
(rapaHTUITHBIX, OTBETHBIX,
COIPOBOIUTENBHBIX H JP.).

[IpakTuueckas padora Ne 4. CocraBieHue
1 0(OpPMJICHUE aKTOB

2-3

Tewma 1.2. JIoroBopHo-
MPaBOBast TOKYMEHTAITUS

[Tonstue JIOTOBOPA (koHTpaKTa),
COTJIallIeHue, MpOoTOKoia. TwumoBas Qopma
KoHTpakTa. OCHOBHBIE Pa3/ieibl KOHTPAKTA.

[IpuMepHBIii  OTOBOP  KYIUIU-IIPOJAXKH.
TunoBoi#t 7OroBop MeHbI TOBapoB (OapTepHas
CHEJKA).

[IpumepHas ¢hopma g0roBopa MOCTaBKHU.

Q@opMyisip 10roBopa Ha  BO3ME3JHOE
okazanue ycnyr. OdopmiieHue 10roBopoB 00
OKa3aHUU MapKETHUHIOBBIX YCIIYT, CTPAXOBBIX
ycayr

TpancnoptHele goroBopsl. OdopmiieHue
JIOTOBOpAa  TPaHCIOPTHOM JKCIIEAUTIHAH.
@opmyssp J0roBopa CTPaxOBaHHUS.

[IpumepHbie GopMbI JOrOBOpa NOPYUYEHUS
U I0rOBOPAa KOMUCCHH.

ATEeHTCKOE COTJIallIeHHE.

TunoBast ¢opma KpeaIUTHOTO JOrOBOpa.
[Ipumepnas dopma JI0TOBOpa
MIOPYYUTENBCTBA. TunoBas ¢opma
noroBopa OaHkoBckoro cuéra. IlpumepHas
¢dopma goroBopa OaHKOBCKOI'O  BKJIaJa.
OO6pa3siibl TOTOBOPOB O JIETIO3MTHOM BKJIAJIE.
TunoBoii  1OroBop Ha  OCYIIECTBIIEHUE
KPEAUTHO-PACYETHOTO OOCTYKIUBAHUS

Kommepueckue aktol. biianku
KOMMepueckux akToB. OdopmiieHne akToB
10 MPUEMKE NPOAYKIIMH (TOBAPOB) IO
KOJMYECTBY U KauecTBYy. OdopmiieHue akToB
10 OKa3aHHUIO BO3ME3HBIX yciyr. OOpasiibl
aKTOB.




CamocrosiTesibHAsA padoTa 00y4aOUIUXCH:
C.p.5 Odopmienne 1oroBOpoB: 0AHKOBCKOTO
cueTa, 0aHKOBCKOTO BKJIAJ[a, O JETIO3UTHOM
BKJIaJIe Ha OCYLIECTBIIEHUE KPEAUTHO-
pacyeTHOro 00CTYKUBAHUS.

C.p.6 Kommepueckue akTbl, BUABI
KOMMEPYECKHX aKTOB, 00pa3ibl (110 MpUEMKE
MIPOIYKIIMH, KOJTMYECTBY U KQUeCTBY)

JIOTOBOpa MOPYUYUTEIHCTBA)

IIpakTHYeckue 3aHATHUS: 2-3
[IpakTrueckas padora NeS CocraBieHnue u
oopmieHre IOTrOBOPOB (KYIUIM-TIPOJAXKH,
MEHBI, JOTOBOPA IMOCTABKH).
[IpakTHyeckas pa6oTa Ne6
CoctaBienve U odopMJyieHHE [AOTOBOPOB
(Ha  BO3Me3JHOe  OKa3aHUE  YCJyT;
TPAaHCIIOPTHOM  3KCHeJULIMH; J0TroBOpa
CTpaxoBaHUA)
[IpakTryeckas pa6oTa Ne7
CocTaBieHve U oQpopMJyeHHe [10TOBOPOB
(mopyyeHUs1; KOMHCCUH;  KpPeLUTHOTO
JIOT0BOPa;
JIOKyMEeHTBl  O0OPMIIIONINE  TTOPSIIOK 2
Tema 1.3. [IpeTeH3UMOHHO- paccMoTpeHus CIIOpOB MLy
MCKOBad JOKyMEHTAUNA. | opuanyecKkuMu JINI[AMHU. [TpaBwmita
KontpossHas pabora odopmIIeHHS MIPETEH3MOHHBIX MUCEM.
OOpa3upl  mpeTeH3uil K  [EepEeBO3YHKY.
dopmyIisip 0T3bIBa Ha npeTeH3nto. OOpasiibl
OT3BIBOB.
Dopmyisip HCKOBOT'O 3asBJICHMSL.
TpeboBanust K OGOPMIICHHIO  HCKOBBIX
3agBneHuid.  [lopsnok — HampaBieHHs |
oopmIeHHs 0T3hIBA Ha ICKOBOE 3asIBIICHUE.
I[IpakTH4eckue 3aHATHUS: 2
[Ipaktuueckass padora Ne§ CocraBieHue u
oopmieHre TPETEH3MOHHO — HMCKOBOM
JOKYMEHTAITU!
Pa3nen 2. Opranusanus
padoThI ¢ JOKYMEHTAMH
Tema 2.1. Opranuzanus CtpykTypa ¥ GYHKIIMH CITY’KO JOKYMEHT- 2

I[OKYMCHTOOGOPOTa

AllTMOHHOI'O obecrnieueHUs YIIpaBJICHU.

VYnpag-ienue Hemamu, ceKpeTapuar,
KaHespust, dKc-neaunus. J{omKHOCTHON U
YUCJICHHBIN COCTaB CITY k0.

OpraHu3alMOHHbIE ~ CXEMbl  JIOKYMEHT-

AI[MOHHOTO O0ECTeueHus yIpaBIeHHUs.
Cocras U y4€T o0béMa

JIOKYMEHT0000opoTa penpUsITHI "




opranuzanuii. Opranuzamuss  paboOTBl €

JNOKyMEHTALUEH, IIOCTYIIAIOICH B
YAPEXKACHUS, TMPEAIPHUATHS, OpTraHU3aIUu:
puémM BXO/ISIINAX JIOKYMEHTOB,
SKCIIEIUIIUOHHAS 00paboTkKa,
MpeIBapUTEIILHOE paccMOTpeHHE u
pacrpeziesieHue, perucTpanus,
pPacCMOTPEHHE JIOKYMEHTOB PYKOBOJICTBOM,
HCIIOJHEHHE. OtmnpaBka HCXOIAIINX
NokyMeHTOB. [lepenada TOKyMEHTOB BHYTpPHU
OpraHu3aIyH. Vuér KOJIMYECTBA
JIOKYMEHTOB.

KoHTponb  ucnonHeHUss  JTOKyMEHTOB.
Opranmzandss 4 TEXHHKAa  KOHTPOJS
ucnonHeHusi. TUIOBble W MHIWBUIYyaJIbHBIC
CPOKHM HCHOJHEHUs JOKyMeHTOB. Cucrema
ACKUJl (aBTOMaTHU3UPOBAHHBIN KOHTPOJIb
WCIIOTHEHUS JOKYMEHTOB).

CamocrosiTe/ibHAA pa6ora
00y4JAIOIIHXCH: Cp.7.8 Opranuzanus
paboTel ¢ JKypHaJaMH  pErucTpaluu
BXOJISAIIUX U UCXOMSIINX TOKYMEHTOB

Tema 2.3.Opranu3zanus
OTIEPATHUBHOTO XPaHEHUS
JIOKYMEHTOB.
Homenknarypa nen

Cucrematuzanus JOKYMEHTOB M  HX
XpaHEHHUE. Howmenxkiarypa Jiedt.
NnnuBuayanbHble, CBOAHBIC, MPUMEPHBIE U
TUTIOBBIC HOMEHKIATYpHl nen. OdopmicHue
HOMEHKJIATypbl  nen.  TpeboBaHus K
odopmiieHnt0 nen. XpaHeHUe JOKYMEHTOB B
CTPYKTYPHBIX MOJAPA3JIEICHUAX. DKCIepTH3a
IIEHHOCTH JoKymMeHTOB. [loaroroBka aenm k
c/1aye B B€JIOMCTBEHHBINM apXUB.

IIpakTH4yeckne 3aHATHSA:

IIpakTnueckas padora Ne9
Cocrasaenue u opopmiaenune HJI
OpraHu3anuu.

O0o01aroree 3ausaTHe

3a4eTHOE 3aHATHE

Bcero
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Z[J'ISI XapPaKTCPUCTUKU YPOBHA OCBOCHMHSA yqeGHoro Marepurajla HUCIOJIb3YHOTCA

cienyroie 0003HaYCHUS:

1. o3HakoMuTeNBHBIN (Y3HABaHHE paHee U3yUEHHBIX 00BbEKTOB, CBOICTB);

2. PEeTpPONYKTUBHBIA (BBIMOJHEHUE JIEATEIBHOCTH TI0 00pasiry,

PYKOBOJICTBOM)

3.Hp0[[yKTl/IBHI)I]7] (nnaﬂnponaﬂne n CaMOCTOATC/JIbHOC BbINOJHCHHEC JC€ATCIbHOCTH,

penieHune NpodJIeMHBIX 32/1a4)

WHCTPYKLIMN WIH O]

3. YCJIOBUSA PEAJIM3AIIMA YYEBHOU JUCITATIIAHBI
3.1. TpeOoBaHNsI K MUHUMAJIBLHOMY MATEPHAJBHO-TEXHUYECKOMY 00eCIe4eHHI0
Peanuzanus yqaeOHON AUCHUIUIMHBI TPeOyeT HAINYMS yueOHOTo KaOuHeTa.




Ob6opynoBanue yueOHOro kabuHeTa: MyJIbTUMEANIHOE 000pyI0BaHUE.

TexHuueckue cpeacTBa 00y4eHHs: KOMIbIOTEPHI, IPUHTED.

3.2. UudopmanuonHoe odecriedeHne 00yueHust

Ilepeyenb pexomMeHayeMbIX Yy4eOHBIX H3AaHMi, WHTepHET-pecypcoB, IONOJHUTEIbHOMN

JINTEPaTyphbl

IlepeyeHb pekoMeHyeMbIX Y4eOHbIX U31aHuil, UHTepHeT-pecypcoB, 10NMOJTHUTEIbHOI
JIUTEPATYpPbI

OcHOBHbBIE HCTOYHHKH:

Ne /i HaunmenoBanue ABTOp U3 parenscTBO, O
W31aHUS
1. I'OCT P 6.30-2003 «YHudunupoBaHHbIe M.: U3naTenncTBO
CHUCTEMBI IOKYMEHTAIIUH. craugaptos 2003.

YHupunmupoBaHHas cuctema
OpraHU3aIMOHHO-PACTIOPSAUTEIBHOM
nokymeHtarun. TpeGoBaHUs K
0(OPMIICHHUIO TOKYMEHTOBY, IIPUHSTHIN
nocranosienueM ['occrangapra Poccun
ot 3 mapta 2003 r. Ne 65-cT.

2. I'OCT P 51141-98 «/lenonpou3BoaCcTBO M.: U3narenncTBO
U apXUBHOE J1e710. TepMUHBI U cTaHaapToB, 1998.
OTIpeICIICHUS
3. JlokymMeHTaImoOHHOE 00eCTICUeHHE A.B. ITmenko | 11-e u3n., crep.- M.:
yrpaBieHUs. y4eOHUK AKAJZIEMUA, 2012.
CIIO

I[OHOJIHI/ITEJII)HLIG HCTOYHUKH:

Ne n/nt HaumenoBanue ABTOp W3narenscTBO, roj
W3JIaHAS
1 JlokymeHTOBeICHUE: YUeOHUK ISt bapnaes D.A. | M.: uznarenbckuit
CTYJEHTOB BY30B LEHTp «AKaJeMus»,
2008
2 JlokymMeHTaIlmoOHHOE 00ECTICUeHHE N.B. Msuuna | PoctoB u//l: ®enukc,
yIpaBiIeHUS: IPAKTUKYM I10 2007
oprasHu3zainuu padoTsl odpuca
3 IlepedyeHb TUIOBBIX YIPABIECHYECKUX BHUMNJAL. M., 2000

JIOKYMEHTOB, 00pa3yIoluXxcs B
JeSITeIbHOCTH OpTaHu3aIuil, ¢
yKa3zaHHeM CpPOKOB XpaHeHus/Pocapxus

4 CripaBOYHUK IO J1€J0MPOU3BOJICTBY (+ Poroxunn Cno.: ITurep, 2009.
CD) M.IO.

S OO6pa31pl, 1a0JO0HBI JOKYMEHTOB 110 CreHIOKOB M.: A-TIpuopu, 2009.
JIEJIONPOU3BOACTBY M.B.

1. XKypnain «/leronpon3BoacTBOY.
2. Xypnan «Cekperapckoe Aemom.
3. Kypnas «YnpaBieHue NepCOHATIOM.




I/IHTepHeT-I/ICTO‘lHI/IKI/I .
http: termika.ru

http: bibliatekar.ru

http: window.edu.ru
http: intuit.ru

http: consultant.ru

http://www.edou.ru/enc/razdel11/?COURSE ID=3&LESSON ID=33

www.consultant.ru CripaBounast npaBoBasi cuctema «Koncynabrantlinrocy.

CnpaBounas cuctema «l apanT.

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUS YYEBHOI
TACIHATITAHBI

KonTpoi, u  omenka

pe3yJ1bTaToB

OCBOCHHUSI  y4eOHOM

AUCHHUITIMHBI

OCYHIECTBJACTCHA IMpenoaaBarejieM B IPOoHECCEe INPOBCACHHA MNPAKTHYCCKHX 33HﬂTI/Iﬁ,
TECTUPOBAHUA, A TaKIXKE¢ BbINNOJHCHUSA Oﬁy‘IaIOIHI/IMI/ICH HHIAUBHUAYAJIbHBIX 3auaﬂm71,

IPOECKTOB, HCCJIeOBAHUM.

Pe3yabTaThl 00yuyeHus
(ocBOEHHBbIE YMEHHUSI, YCBOCHHbIE 3HAHHUSA)

@opMbI M METOAbI KOHTPOJIS ¥ OLlEeHKH
pe3yabTaToB 00y4YeHusl

YMmenus:

Oq)OpMJ'IFITB [IOKYMeHTaHI/IIO B COOTBCTCTBHUU C HpaKTI/I'-ICCKI/Ie 3aHsATHA, BHCayI[I/ITOpHaFI
HOPMATHBHOM  0a30if, ¢  KCIIOJB30BAaHHEM | CAMOCTOSATEIIbHAS paboTa

MH(POPMAIIMOHHBIX TEXHOJIOTHIA

HCIIOIB30BaTh YHU(DHUIIUPOBAHHBIC (GOpMBI | IPAKTHYECKHE 3aHSTHS, BHEAYIUTOPHASI
JTIOKYMEHTOB camoCTosITelIbHasE paboTa.

OCYHICCTBJIATD XPAHCHUC U ITIONCK JOKYMCHTOB

NPaKTUYECKUE 3aHATHSL, BHEAYAUTOPHAs
caMmocCTosITeNbHas padoTa, ayAUTOPHBIE

POBEPOYHBIEC PAOOTHI

TEXHOJIOTUH B 3JIEKTPOHHOM JJOKYMEHT0000poTe

camocTosITeNIbHas paboTa

OCBaMBaTh TEXHOJOTUM AaBTOMAaTU3UPOBAHHOM | MPAKTHUYECKHUE 3aHSTUS, BHEAYTUTOPHAS
00pabOTKHU JOKYMEHTOB CaMOCTOSATENIbHAs paboTa
HCIOJIb30BaTh TEJICeKOMMYHUKAIMOHHBIE | TPAKTUYECKHUE 3aHSTHS, BHEAYTUTOPHAS

3HaHud:

TIOHATHUE, LENHU, 33/1a49H U TIPUHIIHIIEI OlpPOC,  BHEAYTUTOPHAs  CaMOCTOSTEIIbHAS

JIeNIOTIPON3BOICTBA pabora

OCHOBHBIE MOHATHS JOKYMEHTAI[HOHHOTO OlpPOC,  BHEAYTUTOPHAs  CaMOCTOSTEIIbHAS

o0ecreyeHns yrpaBJIeHUs pabota

CHCTEMBI JIOKYMEHTAIIHOHHOTO 00eCTIeYeHNU S OlpPOC,  BHEAYTUTOPHAs  CaMOCTOSTEIIbHAS

yIIpaBJICHUs pabora.

KJ1acCU(UKALUIO TOKYMEHTOB OlpOC,  BHEAYIUTOpPHAas  CaMOCTOSTENIbHAS
pabora

TpeOOBaHUS K COCTaBIEHUI0O H O(OPMIICHHUIO
JIOKYMEHTOB

OIIpoC, MPAKTUYCCKUC 3aHATUA, BHCAYAUTOPHAA

camocTosiTeNbHas padoTa

OpraHHU3aIHIo0 JOKYMEHTO000pOTa: IpUEM,
00paboTKa, perucTparus, KOHTPOJIb, XpaHEHUE
JIOKYMEHTOB, HOMEHKJIATYPHI €T

OIIpoOC, NPAKTUYICCKUC 3aHATHA, BHCAYJUTOPHAA
CaMOCTOATCIJIbHaA pa60Ta, TECTUPOBAHUC
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