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1. IACHIOPT PABOYEM INPOT'PAMMBI YUEBHOM JIUCIUATLIMHBI
1OKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA»

1.1.006s1acTh NpUMeHEeHUs pado4eil MPOrpamMMbl
Pabouast mporpamMmma y4yeOHON MUCHUILIMHBI SBJISETCS YACTHIO MPOTPaAMMBI

MIOJITOTOBKY CHEIMAIUCTOB CPEIHET0 3BEHa B COOTBETCTBHHM C DenepaabHbIM
rocyapCcTBeHHbIM  oOpa3zoBarenbHbIM  cTaHgapToMm (mamee DI'OC) ans
cnermanibHocT CI1O: 38.02.03 «OnepannonHas qesTeIbHOCTh B JIOTHCTHKE)

1.2. Mecto y4eOHON AMCUMIVIMHBI B CTPYKType MPOrpamMmbl
MOATOTOBKH CHEHMAJTUCTOB CPeIHEro 3BeHa !

YuebHasg IUCHUIUIMHA BXOAUT B COCTaB MPO(PECCHOHATBLHOTO Y4EOHOTO
LMKJIa U OTHOCUTCA K 0011enpodhecCuOHaIbHBIM TUCHUIIIIMHAM

1.3. Heanun u 3amaum y4eOHOH JUCHHMILIMHBI — TpeOOBaHUS K
pe3yJibTaTaM OCBOEHHS Y4eOHOM JUCHUIITTUHBI:

B pesynbrare ocBOeHUs Yy4eOHOW ITUCHUIUIMHBI OOYYarOIIMUICS JIOJDKEH
yMeTh:

e 0hOpMIIATH TOKYMEHTAIMIO B COOTBETCTBUU C HOPMATUBHOM 0a30H,
UCITOJIB3YsI HH(OPMAIIMOHHBIE TEXHOJIOTHH,
OCYIIECTBIISITh AaBTOMATU3AIINIO0 00paOOTKH TOKYMEHTOB;
YHU(PUIIUPOBATH CUCTEMBI IOKYMEHTAIUH;
OCYIIECTBJISATh XpPaHEHUE U TTOUCK JOKYMEHTOB;
UCITOJIB30BaTh TEJICKOMMYHHUKAIIMOHHBIE TEXHOJOTUH B  DJICKTPOHHOM
JIOKyMEHTOOOO0pOTE.
B pesynbrare ocBoeHHMS yuyeOHOW AUCHUIUIMHBI OOYyYarolMiCs JOJIKEH
3HATh:
® TIOHSTHUE, IIEJIU, 3a/1a4U ¥ TPUHIIMIIBI JEIOMPOU3BOICTBRA,

OCHOBHBIE TTOHATHS JOKYMEHTAIIMOHHOTO 00€CTIeueHUs YIIPaBICHHUS,
CHUCTEMBI IOKYMEHTAIIMOHHOTO 00SCIICUCHUS YIIPaBIICHUS;
KJIacCU(UKAIIUIO TOKYMEHTOB;
TpeOOBaHMS K COCTABJICHHUIO U O(POPMIICHUIO JOKYMEHTOB;
OpraHu3alii0 JOKyMEHTOOO0OpOTa: mpueM, o0paboTKy, pErucTpaIuio,
KOHTPOJIb, XpaHEHUE IOKYMEHTOB, HOMEHKJIATYPy el

1.4. KosimuyecTBO 4acoB Ha OCBOCHHE padoyYeld NMPOrpaMMbl y4eOHOM
AUCHUIIIHHBI:

MaKCHUMaJIbHOW y4eOHOM Harpy3ku o0ydaroiierocsi 72 4acoB, B TOM YHUCJIE:

00s13aTeNbHOM ayIUTOPHOM yueOHOI Harpy3ku oOyyatomierocs 48 yaca;

CaMOCTOSITEIILHOM paboThl 0OydJaromerocs 24 Jaca.



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JJUCHUTLJIAHBI

2.1. O0bem yueOHOH JUCHUNIMHBI U BU/bI Y4eOHOH padoThl

Bup yueOHoI padoThI O0bém yacoB
MaxkcuMmanbHasi yyeOHasi HArpy3Ka (Bcero) 72
Oo0s3aTeIbHAA ayAUTOPHAA y4eOHAsl HArpy3Ka (Bcero) 48

B TOM 4HUCJIC:

MPAaKTUYECKHE 3aHATHUS 20

KOHTPOJIbHBIE paOOThI

CamocrosiTeibHasA padoTa o0y4arierocs (Bcero) 24

B TOM YHUCIJIC.

[IpomexxyTouHas artectauus B popMme 3auema

B KTII B rpade Ne2 «HanmeHnoBanue pas3iesioB, TEM 3aHSATUIN» yKa3bIBA€TCA
HAaVMMEHOBAaHUE TEM 3aHATHN, KOTOPBIE 3aIlUCBIBAIOTCA B XypHaJ. Jlomyckaercs
KpaTKO€ MEPEUYUCICHUE H3Y4YaeMbIX BOIIPOCOB I KOMIIAKTHOTO pPa3MEIICHUs
y4eOHOro Marepuasa B KypHale.

[lonHoe conepkaHue y4eOHOTO Marepuaa, U3ydaeMoe B 0053aTeIbHOM
NOPSJIKE, 3alMCaHO B pabodveld mporpamMme IUCHHUILTUHBI/MOMYINS B pasaene 2
rpade No2 «Copnepkanue ydeOHOTro maTepualia, JJabOpaTOpHbIE U MPAKTUUYECKUE
paboThI, CAMOCTOSATENIbHAS paboTa 00yUYarOIITUXCSI



2.2. TemaTuyeCcKUH IJIAH U coacpkanue y‘leﬁHOﬁ ANCHUIIIMNHBI «I[OKyMeHTaHI/IOHHOG odecreueHue yupasJI€HUA>

HaumenoBanue Conep:kanue y4eOHOT0 MaTepuaJia, JJadopaTopHblie U NPaAaKTHYeCKHe padoThl, caMOCTOsITeIbHAsSI padoTa | O0bem YpoBeHb
pa3/iesioB U TeM o0yuarommxcst 4acos OCBOCHHS
1 2 3 4
Pa3ned 1. O01mas XapaKkTepuCTHKA JOKYMEHTAIMOHHOI0 o0ecneyeHHusl ypaBJIeHus! 12
Beenenue Ienu, 3a1a4M U IPUHIMIIBL JEJIONPOU3BOACTBA. McTopus nenonpon3BoacTBa Kak Hayku. [Ipeamer u 3agaun 2 1
Kypca. KpaTtkuii 0630p nuTeparypsl 1 HCTOYHUKOB I10 JaHHOMY Kypcy. PekoMeHganuu no opranu3aiim
CaMOCTOSITEJIbHON M BHEAYTUTOPHOI paboThl cTy1eHTOB. [IoHATHE 0 KOPPECTIOHIEHIIMU U 1€TIOIPOU3BOJICTBE.
Jloruueckast CTpyKTypa JUCLUIUIMHBL, €€ MECTO B CUCTEME MOJATOTOBKU CIIELUAINCTA, MEK IIPEIMETHBIE
CBSI3U.
Tema 1.1. OCHOBHBIE MOJIOKEHUS 110 IOKYMEHTHPOBAHHUIO YIIpaBlIeHUYECKOM nesrenbHocTH. Ennnas 'ocynapcTBeHHas 2 2
OcnoBHble noHsTHS | cuctema nenonpousBoactsa (EI'C IOY)
JOKyMeHTauoHHor | KiroueBble NOHATHUS: TOKYMEHT, JOKYMEHTOOOO0POT, JeI0NPON3BOACTBO, YHU(DUKALIUSA, CTaHAapTU3ALMS,
0 obecrieyeHust DapXHUBHOE JIeNI0, oprrexHuka. Kinaccupukanms 10KyMeHTOB,
YIPABICHUS CamocTrosiTeqbHasi padora. 8
BrinonHenue nomaiiHux 3a1aHuii no pasaeny 1.
ITpumepHas TeMaTHKa BHEAyAUTOPHON CAaMOCTOSITETbHON pabOThI
Ucropuueckue stansl genonpousBoactsa. Oomepoccuiickue kinaccudukaropst OKITIO, OKY I, OI'PH.
OcHoBHble yHUUIMpoBaHHBIE cucTeMbl B cocTae OKY JI. Cuctema rocyjapCcTBEHHBIX OPTaHOB yIIpaBJIEHUS
JHOYVY.
Pa3nes 2. TpeOoBaHusI K COCTABJICHHIO H 0()OPMJICHHIO TOKYMEHTOB 16
Tema 2.1. OdopmieHne JOKyMEHTallul B COOTBETCTBUM C HOPMaTUBHOM 0a30ii, B TOM UHMCIIE C UCIIOJIB30BaHUEM 4 3
Odopmnenue MH(pOPMALMOHHBIX TeXHOI0rni. OCHOBHBIE MpaBuIa 0(hOPMIICHUSI MAIIMHOMUCHBIX TEKCTOB. TpeboBaHus K
JTOKYMEHTAINH B (hopMaTUpPOBAHUIO TEKCTA.
COOTBETCTBHH C
HOpPMaTUBHOM 0a30i
Tema 2.2. OcCHOBHbBIE PEKBU3HUTHI JOKYMEHTA, UX KIacCUpUKaIHs, TpaBuia opopmieHus B coorBeTcTBUM ¢ ' OCTom. 2 3
Odopmnenue DopMyIsip 1 OJTAHK JOKYMEHTA.
OCHOBHBIX IIpakTHyeckue 3aHATHS. 4
PEKBU3UTOB 1.0dopmiieHne NpocThIX PpEKBU3UTOB JOKYMEHTA.
JTOKyMEHTa 2.0 opmiieHne CI0XKHBIX PEKBU3UTOB JOKYMEHTA.
CamocrosiTejibHasi padoTa. 6




‘ BrinosiHeHue JoMalHUX 3alaHUM pa3ieny 2.

Pa3ned 3. CucreMbl JOKYMEHTAILMOHHOIO 00ecniedeHHs YIpaBJIeHus! 27
Tema 3.1. YCOP/] — yaudunupoBaHHas CHCTEMa OPTaHU3aIMOHHO—PACIIOPSIUTEIILHON JOKYMEHTAIIMH: COCTaB 3
OpranuzanuoHHas YCOP/I, o6nactu ee mpumeHeHus. OpraHu3alMOHHBIC JOKYMEHTBI, UX Ha3HaueHUEe, GOpMyIsIpbI-00pas3Ilbl.
JOKYMEHTaIus [Ipouenypa coctaBienus u 0POPMIICHHUS OPraHU3AMOHHBIX JOKYMeHTOB. O01acTh MPUMEHEHUS
OpraHU3aIMOHHBIX TOKYMEHTOB. Vcnoap30BaHne YHUPHUIMPOBAHHBIX (hopM
IIpakTHYeckune 3aHATHSA. 2
OdopmiieHre OCHOBHBIX BUJIOB OPTaHU3aIMOHHBIX JOKYMEHTOB
Tema 3.2. PacniopsimutenbHble TOKyMeHTHI. VX Ha3HaueHue, hopMyisipbi-oOpasiisl [Ipouenypa coctaBieHus u 3
PacniopsinurensHas | ohopMIIeHUST pacOPSAUTENBHBIX TOKyMEHTOB. O01acTh MPUMEHEHHUS PACTIOPSIUTENEHBIX TOKYMEHTOB.
JOKYMEHTaIus Vcnonb3oBanue yHuuuupoBaHHbIX GoOpM.
IIpakTHyeckue 3aHATHA. 2
OdopmieHre OCHOBHBIX BHJIOB PACIIOPSIUTENbHBIX JOKYMEHTOB
Tewma 3.3. NudopmannonHo-cipaBoyHble JOKyMeHTHI. VX HazHaueHue, Gpopmynsipei-oopasibl. [Iponenypa cocrapneHus 2
Wudopmannonno- u ohopmiteHus1 HTHPOPMAITMOHHO-CIIPABOYHBIX IOKYMEHTOB. O0IacTh MPUMEHEHUS HH(POPMAITHOHHO-
CIpaBOYHAS CIPaBOYHBIX TOKYyMEeHTOB Mcnonp3oBanue yHuUIUPOBaHHBIX (HOpM.
JOKYMEHTAITUS IIpakTnyeckue 3aHATHA. 2
OdopmiieHre OCHOBHBIX BUJIOB HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB
Tema 3.4. [TakeT JOKYMEHTOB M0 JINYHOMY cocTaBy. OCOOEHHOCTH pabOThI ¢ KaIpOBbIMH JIOKYMEHTAMHU. 3
JloKyMeHTaIusl 1o JIOKyMEHTUpOBaHHE TPYAOBBIX PaBOOTHOIIEHHH. Mcrionb30Banne yHupUIHPOBAaHHBIX (HOPM TOKYMEHTOB IO
JMYHOMY COCTaBY JMYHOMY cocTaBy. M3maHue mpruka3oB Mo JUYHOMY cocTaBy. @opMupoBaHUE U BEACHUE JIMYHBIX JICI.
Benenue Tpy10BbIX KHHKEK paOOTHHUKOB.
IpakTHyeckue 3aHATHS. 4
1.0¢dopmiieHne OCHOBHBIX BHJIOB JIOKYMEHTOB IO JINYHOMY COCTAaBY.
2. OchopMIiIeHHE TPUKA30B I10 JJUIHOMY COCTABY, BEJICHHE JTMUHBIX JIeJT
CamocrosiTesibHas padora. 6
BrinosHeHne qoManiHux 3alaHui 1o pa3aeny 3.
Pazjnen 4. Opranuszanusi J0KyMeHT0000pOTa 17
Tema 4.1. Opranm3anuys J0KyMeHT0000poTa: IpreM, 00paboTka, perucTpalus, KOHTPOJIb, XpPaHECHUE TOKYMEHTOB, 3
TexHnonorus u HOMEHKJarypa jein. TpeboBanus k 3aronoskam jen. @opmuposanue aen. Cucremaruzanus JOKYMEHTOB
TIPUHITUTIBI BHyTpH nena. Odopmienne aen. THUIIOBBIE CPOKU XpaHEHUS TOKYMEHTOB.
OpraHu3aIu

JIOKYMEHTO000pOTa




Tema 4.2.
TexHonorus
ABTOMATU3HPOBAHHO
it 00paboTKHN
JOKYMEHTaIlUH

ABTOMaTH3UPOBAHHBIE CUCTEMBI JIEJIONPOU3BOJICTBA. 4
Cucrema 31eKTpOHHOTO ToKyMeHToo0opoTa (CO/I), ee cTpykTypa, HacTpoiika cuctembl. O630p COBPEMEHHBIX
CPEICTB OPTTEXHUKH JJIs Iepeaun u nepepadotku nHpopmaruu. Ludposas noanuce. DneKTpoHHAs MOYTA.
3ammra uHpopmanuu. CHCTEMBI ONITHYECKOTO pacro3HaBaHUs TEKCTOB. VCIonp30BaHIe IPABOBBIX
MH(OPMALIMOHHBIX CHCTEM.
IIpakTunyeckue 3aHATHSI. 6
1.0dopmiieHre TOKyMEHTOB B aBToMaTu3upoBaHHoU cucteMe JIOY. Pacio3HaBaHue TOKYMEHTOB.
2. Opranu3aiyu JEeKTPOHHOT0 JOKYMEHTO000poTa.
3. Ilepenaua nndopmaruu no KoMbIOTEpHbIM ceTaM B COJ1 (cucTemax 3JIeKTPOHHOTO JOKYMEHTO000pOTa).
CamocrosiTesibHas padora. 4
Brinmonnenue nomamiHux 3aaHuii o pasaeny 4

Bcero: 72

J111g XapaKTepUCTHKU YPOBHSI OCBOCHHS y4€OHOTO MaTepHalia UCTIOIb3YIOTCS CIEAYIOIUEe 0003HAUCHUS:
1. — 03HaKOMUTEINBHBIH (y3HaBaHUE paHEe U3yYEHHBIX OOBEKTOB, CBOICTB);

2. — penpoOAYKTUBHBIN (BBIIOJHEHUE AEITETLHOCTH 10 00pa3ily, MHCTPYKLHUU WM MO/ PYKOBOJACTBOM);
3. — MPOIYKTUBHBIH (TUTAHUPOBAHHUE U CAMOCTOSITETLHOE BHITIOHEHUE JICATENBHOCTH, PEIICHNE TPOOIEMHBIX 3a71a4).




3. YCJIOBUSA PEAJIMBALIUUA ITPOT'PAMMBI INCHUIIJIMHBI

3.1. TpeboBaHusi K MUHUMAJbHOMY MATEPUAJIbLHO-TEXHUYECKOMY
o0ecrne4eHn 1o
Peanuzanuss mporpamMmbl JAUCHUIUIMHBL TpeOyeT HalWyusi y4eOHOro kaOuHeTa
«JlokyMeHTallMOHHOE 00eCTIeUeHrE YIPaBICHUS)
O6opynoBanne yueOHOTO KaOUHETA:
- IOCA/I0YHBIE MECTAa MO KOJTUYECTBY 00YUaIOUINXCS;
- pabodee MecTO MpenoaBaTeis;
- KOMIUIEKT Y4eOHO-HarIsAHbIX Tocoouit « 10V ».
TexHr4ecKue cpeacTBa 00ydeHus:
- KOMIIBIOTEPHl ~ C  JIMUEH3UOHHBIM  MPOTPAMMHBIM  OOECIEUYEHHEM,
MYJIbTUMEIUANPOEKTOP, IPUHTEP, CKAHED.

3.2. MupopmanuoHHoe odecnedeHne 00y4eHust
Ilepedyenb pekoMeHayeMbIX yueOHBbIX u3aanuii, UHTepHeT-pecypcos,
JAOTOJIHUTEIbHOM JIUTEPATYPhI
OCHOBHBIE HCTOYHUKHU:

1. "OO0 wunpopmanuu, HUHPOPMALMOHHBIX TEXHOJOTUAX H O 3aIIUTe
uHpopmanuun". enepanbubiii 3akoH PO ot 27.07.2006 Ne 149-D3.

2. "OO6 snextponHoi nudposoit moamucu". eaepanbubrii 3akod ot 10.01.2018
No 1-@3.

3. TOCT P51141-18. [lenonpou3BOJACTBO W apXWBHOE JeN0. TepMHHBI U
onpenenenus (yrB. [locranoBnenuem ['occtangapra PO ot 27.02.18 Ne 28).

4. TOCT P6.30-2003. VuaudumupoBaHHbIE CHUCTEMBbI JOKYMEHTAIIUH.
YHuduuupoBanHas cucrema OpraHU3aIMOHHO-PACTIOPS AU TEIHHOM
JOKyMeHTaluu. TpebGoBaHus K OGOPMIICHUIO JOKYMEHTOB. Y TBEPXKICHBI
nocraHoBieHueM ['occrangapra PO ot 03.03.2003 Ne65-ct.- M.: U3n-Bo
cTtaHgapTos, 2016.

5. TunoBass MHCTPYKUHUS MO JAEJIONPOU3BOJACTBY B (enepaibHbIX OpraHax
ucrosHuTeNnbHOM BaacTu (yTB. Ilpukazom MuHucTepcTBa KyJIbTYpbl U
MaccoBbIX KOMMYHUKaIuil PO ot 8 HostOpst 2005 r. Ne 536)- M., 2018.

6. KpanmudukanmoHHBI CNpaBOYHUK JOJKHOCTEH CiyKamux. BBeaeH B
nerictBue nocrtaHorieHneM Muntpyna PO ot 21.08.1998 (c u3m. u nom.ot
1999-2002rr.)- M.: UTHOPA-M, 2017.

7. OOmepoccuiickuii KiaccudukaTop ympasieHUYeckod mgokyMeHTanuu OK
011-93 (OKVY). (YtBepkaeH W BBEACH B JCHCTBHE IOCTAHOBJICHUEM
['occrangapra PO ot 30.12.1993 Ne299 (c usm. u pom.ot 1999-2015 rr.).

8. bacakoB M.U. [enonpousBoactBo (JlokymeHTanmoHHOe obecreueHue
ynpasienus): Yueb.nmocooue.- 3-¢ u3za.- M.: Uzn. «/lamkoB u K», 2017



9. KysnenoBa T.B. JlemompousBoactBo (JlokyMeHTanmoHHOE oOOecmeueHue
yhOpaBienus) 5-e wuzgaHue, ucnp. u gonoiadH. — M.:000 «Kypnan
«YnpasiieHue nepcoHanom», 2017

10.  OxoraukoB  A.B., DbymaBuna E.A.  JloKkyMeHTOBEAEHHUE U
JIeJIOTPOU3BOICTBO: Yueb.mocobue.- 2-¢ u3fd., nepepad. u jgom.- M.:MKI]
«MapT»; Poctos u//], 2017.

11.CrentoxoB M.B. JlenonpousBoactBo (koncm.JIekiuit). — M.: IIPUOP-u3nar,
2017.

I[OHOHHHTGJILHLIG HNCTOYHHNKH:

1. Tlpuka3z u ngenoBoe MNHCHMO: TpeOOBaHMA K O(GOPMIIEHHIO U 0OpasLbl
nokyMeHToB corjacHo ['OCT 6.30-2003: mpaktuueckoe mocodue / M. .
bacakoB.— PoctoB v/[I; ®enuxc: 20017.

2. CmuBak B.A. JIOKyMEHTHpPOBaHHE YIPABJICHUYECCKONH JCATEILHOCTH
(HdenompousBojictBo).- CII16.; [Tutep,2017.

3. SAukoBas H.®. Kak opranuzosars aenornpoun3Boactso. — M.: MIIOIP, 2016.

4. «CrpaBoYHUK ceKkpeTaps U opuc-MeHepKepa». ExxeMecssuHbIii cCripaBOYHbIN
xKypHai. M3gatenscTtBo «CekpeTrapcKoe IEIo».

5. «Jenonpou3BoacTBo». EsxekBapTalibHbIA NPOodeCcCHOHANBHBIA KypHAL.
N3parenbcTBO «/leaonponu3BoaCTBOY.

6. «Cekperapckoe jgeno». ExxemecsuHblii MpPOQPECCHOHATBHBIN KypHAUL.
N3narenscTBO «CekpeTapcKoe AEno».

NuTepHeT-pecypcesr:

1. DnexkTpoHHbIN yueOHblit kypc JOY
http://portal.tolgas.ru/edt/ef eo/edt4399/index.htm?e=4399&sc=1784.
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4. KOHTPOJIb U OLIEHKA PE3YJILTATOB OCBOEHMS
JTUCLHUTIJIMHBI

KOHTpOJIL H OICHKA PC3YyJIbTATOB OCBOCHUA AUCHUIIIIMHBI OCYHICCTBIIACTCS

npernogaBaTciicM B mponcecce

IIPOBECHUS

IMPAKTHUYCCKHUX 3aHATUM u

J'Ia60paTOpHBIX pa60T, TCCTUPOBAHHA, a4 TAKIKC BBIIOJIHCHUA O6yan0HlHMHC$I
HHAWBUIYAJIBbHBIX 3aﬂaHHﬁ, ITPOCKTOB, HCCHCHOB&HHﬁ.

Pe3ynbrarel 00yueHus: (OCBOCHHbBIE YMEHUS,
YCBOCHHBIC 3HAHU)

@DopMBbI U METOABI KOHTPOJIS U OLICHKH
pe3yabTaTOB OOYUECHHUS

1 2
YMeHus:
0(hOpMIIATH JOKYMEHTAIUIO B COOTBETCTBHUH C TectupoBanue.
HOpPMaTUBHOI 0a30H, UCIIOJIb3Ys
MH(pOPMAaLOHHbIE TEXHOJIOTHH; DKcrnepTHas OLIEHKa BBINOJIHEHUS

OCYIIECTBIIATH aBTOMATHU3ALUI0 00pabOTKH
JIOKYMEHTOB;

YHH(DUIIMPOBATH CUCTEMBI IOKYMEHTAIINH;

OCYHICCTBJIATH XPAHCHUC U TIOMCK JOKYMCHTOB;

HCIOJIb30BaTh TEJIEKOMMYHHUKAIIIOHHBIE
TEXHOJIOTUH B 3JIEKTPOHHOM JOKYMEHTO000POTE.

MPAKTUYECKUX 3aJaHUM.
3ammTa NpakTHIecKux pador.

DKCrepTHas OILICHKA BBITIOJIHEHHS U 3aIUTHI
pedeparToB, UX peLieH3UPOBAHHUE.

3Hauud:;

IOHATHC, OCIIHU, 3a]a41 U IPUHIHUIIBI
ACIIOINIPOU3BOACTBA,

OCHOBHBI€ MTOHATHS IOKYMEHTALHOHHOTO
o0ecreyeHus yrpaBiIeHus;

CHCTEMBI JJOKYMEHTAIIHOHHOT'O 00ecTIedeHus
YIpaBJIECHUS;

KJ'IaCCI/Iq)I/IKaI_II/IIO JAOKYMCHTOB;

TpeOOBaHUS K COCTABICHUIO U OPOPMIICHHIO
JIOKYMEHTOB;

OpraHM3aIHIo JOKYMEHTO000pOTa: IpUEM,
00paboTKy, perucTpaluio, KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATypy JeT.

TectupoBanue.
VY CTHBIN 1 TUCBMEHHBIN OMPOC

OkcnepTHas OLIEHKa IIPOBEICHUS
«MO3TOBBIX aTaK», «KPYTJIBIX CTOJIOBY

DKcrepTHas OlEHKA BBITOJTHEHUS U 3aIIUTHI
pedeparoB, UX perieH3UpOBaHUE.

OkcnepTHas OLICHKA
IIPOU3BOJCTBEHHBIX CUTYalLUi.

peLIeHus
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