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1. IACIIOPT PABOYEM INPOT'PAMMBI YUEBHOM JIUCHUTLTAHBI
1OKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA»

1.1.006s1acTh NpUMeHEeHUs pado4eil MPOrpamMMbl
Pabouast mporpamMmma y4yeOHOUN MUCHUILIMHBI SBJISETCS YACTHIO MPOTPAMMBI

MIOJITOTOBKY CHEIMAIUCTOB CPEIHET0 3BEHa B COOTBETCTBHHM C DenepaabHbIM
roCyapCTBEHHbIM  OOpa3zoBaTenbHbIM  cTaHmgaptoM (nmamee DOI'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 OTHOCUTCSA K 0011enpodhecCuOHaIbHbIM TUCHUIIITNHAM

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

B pesynbrare ocBOeHUs Yy4eOHOW ITUCHUIUIMHBI OOYYarOIIMICS JOJDKEH
yMeTh:

e 0hOpMIIATH JOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATUBHOU 0a30M,
UCITOJIB3YsI HH(OPMAIIMOHHBIE TEXHOJIOTHH,
OCYIIECTBIISITh AaBTOMATU3AIINIO0 00paOOTKH TOKYMEHTOB;
YHU(PUIIUPOBATH CUCTEMBI IOKYMEHTAIUH;
OCYIIECTBJISATh XpaHEHUE U TIOUCK JOKYMEHTOB;
UCITOJIB30BaTh TEJICKOMMYHHUKAIIMOHHBIE TEXHOJOTUH B  DJICKTPOHHOM
JIOKyMEHTOO00O0pOTE.
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, XpaHEHHE JOKYMEHTOB, HOMEHKIIATypy el

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

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

00s13aTeNbHON ayIUTOPHOM yueOHO# Harpy3ku oOyyatomnierocs 10 daca;

CaMOCTOSITEIILHOM paboThl 0OydJaromerocs 62 Jaca.



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JJUCHUTLJIAHBI

2.1. O0bem yueOHOM JUCHUNIMHBI U BUbI Y4eOHOH padoThl

Bup yueOHoI padoThI O0bém yacoB
MaxkcuMmanbHasi yyeOHasi HArpy3Ka (Bcero) 72
Oo0s3aTeIbHAA ayAUTOPHAA y4eOHAsl HArpy3Ka (Bcero) 10

B TOM 4HUCJIC:

MPAKTUYECKUE 3aHSITHUS 4

KOHTPOJIbHBIE paOOThI

CamocrosiTeibHasA padoTa o0y4arierocs (Bcero) 62

B TOM 4HUCIJIC.

[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
Pazjen 1. O0masi XapakTepuCcTHKA JOKYMEHTAIIMOHHOT0 00ecrieyeHusl yIPaBJIeHUs 1
BBenenue enu, 3a1auu ¥ IPUHIIMIIBI 1ETOMPOU3BOJICTBA. McTopus nenonpou3BoacTBa kKak Hayku. [IpenMer u 3agaun 1
Kypca. KpaTtkuii 0630p nuTeparypsl 1 HCTOYHUKOB I10 JaHHOMY Kypcy. PekoMeHganuu no opranu3aiim
CaMOCTOSITENILHOM U BHEAyIUTOPHOM paboThI cTyeHTOB. [IoHATHE 0 KOPPECTIOHECHIINH U JICIOIPOU3BOICTBE.
Jloruueckast CTpyKTypa JUCLUIUIMHBL, €€ MECTO B CUCTEME MOJATOTOBKU CIIELUAINCTA, MEK IIPEIMETHBIE
CBSI3H.
Tema 1.1. OcHOBHbIE MOJIOKEHUS 10 JOKYMEHTUPOBAHUIO yIpaBieHUYecKol AestensHocTu. Enunas ['ocynapcrBennas 1 2
OcnoBHble noHsTHS | cuctema nenonpousBoactsa (EI'C IOY)
JOKyMeHTalmoHHOT | KiroueBble MOHATHSA: TOKYMEHT, IOKYMEHTOO00POT, AEIONPOU3BOJCTBO, YHU(DHUKAIIMS, CTaHIaApTU3ALUSA,
0 obecrieyeHust DapXHUBHOE JIeNI0, oprrexHuka. Kinaccupukanms 10KyMeHTOB,
yIpaBJIeHUs CamocrosTeabHas padora. 15
BrinosiHeHME JOMAIHUX 3aIaHUH TTO pa3aeny 1.
ITpumepHas TeMaTHKa BHEAyAUTOPHON CAaMOCTOSITETbHON pabOThI
Ucropuueckue stansl genonpousBoactsa. Oomepoccuiickue kinaccudukaropst OKITIO, OKY I, OI'PH.
OcHoBHble yHUUIMpoBaHHBIE crcTeMbl B cocTae OKY 1. Cructema rocyjapCcTBEHHBIX OPraHOB YIPaBICHUS
JIOV.
Pa3nes 2. TpeOoBaHusI K COCTABJICHHIO H 0()OPMJICHHIO TOKYMEHTOB 3
Tema 2.1. OdopmieHne JOKyMEHTallul B COOTBETCTBUM C HOPMaTUBHOM 0a30ii, B TOM UHMCIIE C UCIIOJIB30BaHUEM 1 3
Odopmnenue MH(POPMALMOHHBIX TeXHOIOrui. OCHOBHBIE MpaBHiia 0(hOPMIIEHUST MAITMHONMCHBIX TEKCTOB. TpeboBaHus K
JOKYMEHTAalluu B (hopMaTUpPOBAHUIO TEKCTA.
COOTBETCTBHH C
HOpPMaTUBHOM 0a30i
Tema 2.2. OcCHOBHBIE PEKBU3HUTHI TJOKYMEHTA, UX KiIaccupUKaIys, npasuia opopmieHus B coorBerctBuu ¢ ['OCTom. 1 3
Odopmnenue dopMyrsip 1 OTaHK JOKYMEHTA.
OCHOBHBIX IIpakTnyeckue 3aHATHSA. 1
PEKBU3UTOB 1.0dopmiieHne NpocThIX PpEKBU3UTOB JOKYMEHTA.
JOKYMEHTa 2.0 opmiieHne CI0XKHBIX PEKBU3UTOB JOKYMEHTA.
CamocrosiTesibHas padora. 15




‘ BrinosiHeHue JoMalHUX 3alaHUM pa3ieny 2.

Pa3neda 3. CucreMbl JOKYMEHTALMOHHOIO 00ecnedeHHsl YIpPaBJIeHus! 3
Tema 3.1. YCOP/] — yaudunupoBaHHas CHCTEMa OPTaHU3aIMOHHO—PACIIOPSIUTEIILHON JOKYMEHTAIIMH: COCTaB 1
OpranuzanuoHHas YCOP/I, o6nactu ee mpumeHeHus. OpraHU3aliMOHHBIC JOKYMEHTBI, UX Ha3HaueHUE, POPMYISPBI-00pa3IIbL.
JOKYMEHTaIHs IIponenypa cocraBieHus U ohOpMIIEHUS OPraHU3ALMOHHBIX JOKYMEHTOB. O01acTh IPUMEHEHHUS
OpraHU3aIMOHHBIX TOKYMEHTOB. Vcnoap30BaHne YHUPHUIMPOBAHHBIX (hopM
IIpakTuyeckue 3aHATHS.
OdopmiieHre OCHOBHBIX BUJIOB OPTaHU3aIMOHHBIX JOKYMEHTOB
Tema 3.2. PacnopsinutensHble 10KyMeHThI. VIX Ha3HaueHue, popmynsapsi-o0pasisl [Ipoueaypa cocraBieHus u
PacniopsinurensHas | ohopMIIeHUST pacOPSAUTENBHBIX TOKyMEHTOB. O01acTh MPUMEHEHHUS PACTIOPSIUTENEHBIX TOKYMEHTOB.
JTOKYMEHTAIUs Vcnonp30BaHue YHU(PHUIUPOBAHHBIX (pOpM.
IIpakTHyeckue 3aHATHA. 1
OdopmiieHre OCHOBHBIX BUJIOB PACHIOPSAUTENIbHBIX JOKYMEHTOB
Tema 3.3. WHudopmannoHHO-cIIpaBO4HbIe JOKYMeHThI. VX HazHaueHue, (hopMyisipbl-oOpa3isl. [Ipouenypa cocraBieHus
Wudopmannonno- u ohopmiteHns1 HTHPOPMAITHOHHO-CIIPABOYHBIX TOKYMEHTOB. O0IacTh MPUMEHEHUS! HH)OPMAIIHOHHO-
CIpaBOYHast CIIPaBOYHBIX TOKYMEHTOB Vcrosib30BaHNe YHU(DUIMPOBAHHBIX (HOpPM.
JTOKYMEHTAIHS IIpakTHyeckue 3aHATHS.
OdopmiieHre OCHOBHBIX BUJIOB HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB
Tema 3.4. [TakeT JOKYMEHTOB 110 JINYHOMY cocTaBy. OcoO€HHOCTH pabOThI C KaJpOBBIMU JJOKYMEHTaMHU.
JloKyMeHTaIusl 1o JIOKyMEHTUpOBaHHE TPYAOBBIX PaBOOTHOIIEHHH. Mcrionb30Banne yHupUIHPOBAaHHBIX (HOPM TOKYMEHTOB IO
JUYHOMY COCTaBY JUYHOMY cocTaBy. M3nanue npukasos 1o Ju4HoMy coctaBy. @opMupoBaHuE U BeIEHUE JIUYHBIX AEII.
Benenue Tpy10BbIX KHHKEK paOOTHHUKOB.
IpakTHyeckue 3aHATHS. 1
1.0¢dopmiieHne OCHOBHBIX BHJIOB JIOKYMEHTOB IO JINYHOMY COCTAaBY.
2. OchopMIiIeHHE TPUKA30B I10 JJUIHOMY COCTABY, BEJICHHE JTMUHBIX JIeJT
CamocrosiTesibHas padora. 16
BrinosiHeHNE JOMATHUX 3aJaHUM 110 pa3zieny 3.
Pa3nes 4. Opranusanusi J0KyMeHT0000poTa 3
Tema 4.1. Opranu3zanus J0KyMEeHT0000poTa: mpueM, o0padoTKa, perucTpalus, KOHTPOJIb, XpaHEHUE TOKYMEHTOB, 1
TexHnonorus u HOMeHKJarypa jen. TpeboBanus k 3aronoBkam jien. @opmuposanue fen. Cucremarusanus J0KyMEHTOB
TIPUHITUTIBI BHYTpH Aena. Opopmienue nen. TUnoBbie CPoKU XpaHEHHS! TOKYMEHTOB.
OpraHu3aIH

JIOKYMEHTO000pOTa




Tema 4.2.
TexHonorus
ABTOMATU3HPOBAHHO
it 00paboTKHN
JOKYMEHTaIlUH

ABTOMAaTH3UPOBAHHBIE CUCTEMBI JICJIOTIPOU3BO/ICTBA.

Cucrema 31eKTpOHHOTO ToKyMeHToobopoTa (CO/I), ee cTpykTypa, HacTpoiika cuctembl. O030p COBPEMEHHBIX
CpE/CTB OPITEXHUKH IS TIepeiavyn U niepepadboTku nHpopmarun. L{udpposast moanuce. DIEKTpOHHAS TIOYTA.
3amuta nHpopMauu. CHCTEMbI ONITUYECKOTO PACIIO3HABAHUS TEKCTOB. VICIONb30BaHUE MPABOBBIX
WH(POPMAIIMOHHBIX CHCTEM.

IIpakTHyeckue 3aHATHS. 1
1.0dopmiieHre TOKyMEHTOB B aBToMaTu3upoBaHHoU cucteMe JIOY. Pacio3HaBaHue TOKYMEHTOB.
2. Opranu3aiyu JEeKTPOHHOT0 JOKYMEHTO000poTa.
3. Ilepenaua nndopmaruu no KOMIbIOTEpPHBIM ceTaM B COJI (cuctemax 3IeKTPOHHOTO JOKYMEHT0000poTa).
CamocrosiTesibHas padora. 16
Brinmonnenue nomamiHux 3aaHuii o pasaeny 4

Bcero: 72

J111g XapaKTepUCTHKU YPOBHSI OCBOCHHS y4€OHOTO MaTepHalia UCTIOIb3YIOTCS CIEAYIOIUEe 0003HAUCHUS:
1. — 03HAaKOMUTEINBHBIN (y3HABAaHUE paHEe H3yUYEHHBIX OOBEKTOB, CBOICTB);

2. — penpoOAYKTUBHBIN (BBIIOJHEHUE AEATEIBLHOCTH MO 00pa3ily, MHCTPYKIIUU WIH MOJI PYKOBOJICTBOM);
3. — MPOIYKTUBHBIH (TUTAHUPOBAHHUE U CAMOCTOSITETLHOE BHITIOHEHUE JICATENBHOCTH, PEIICHNE TPOOIEMHBIX 3a71a4).




3. YCJIOBUSA PEAJIMBALIUUA ITPOT'PAMMBI INCHUIIJIMHBI

3.1. TpeboBaHusi K MUHMMAJbHOMY 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 MpenoaaBaTelis;
- KOMIUIEKT Y4eOHO-HarIsAHbIX Tocoouit « 10V ».
TexHr4ecKue cpeacTBa 00ydeHus:
- KOMIIBIOTEPHl ~ C  JIMUEH3UOHHBIM  MPOTPAMMHBIM  OOECIEUYEHHEM,
MYJIbTUMEIUANPOEKTOP, IPUHTEP, CKAHED.

3.2. MupopmanuoHHoe odecnedeHne 00y4eHust
IlepedyeHb pekoMeHayeMbIX yU4eOHBbIX u3Aannil, UHTEepHeT-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. VYHubuuupoBaHHbIE CHCTEMBI JIOKYMEHTAIIHH.
YuudumupoBanHas cucTema OpraHU3aIMOHHO-PACTIOPSAUTETHLHON
nokyMeHTanuu. TpeOGoBaHus K OQOPMIICHHIO JOKYMEHTOB. YTBEPIKICHBI
nocraHoBieHueM ['occrangapra PO ot 03.03.2003 Ne65-ct.- M.: U3n-Bo
cTtaHgapTos, 2016.

5. TunoBass MHCTPYKUHUS MO JAEJIONPOU3BOJACTBY B (eaepaibHbIX OpraHax
ucrosHuTenpHol Biacth (yTtB. Ilpukazom MuHucTEpcTBa KyJIbTYpbl M
MaccoBbIX KOMMYHUKaIuil PO ot 8 HostOpst 2005 r. Ne 536)- M., 2018.

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

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

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



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

10. OxoraukoB A.B., bymaBuna E.A.  JlokymMeHTOBen€HHE 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 MHCHMO: TpeOoBaHUA K O(OpPMIICHUIO U 00pa3Ibl
nokyMeHToB corjacHo ['OCT 6.30-2003: mpaktuueckoe mocodue / M. .
bacakoB.— PoctoB v/[I; ®enuxc: 20017.

2. CmuBak B.A. JIOKyMEHTHpPOBAaHHE YIPABJICHYCCKOU JEATCIBHOCTH
(HdenompousBojictBo).- CII16.; [Tutep,2017.

3. SAukoBas H.®. Kak opranu3osars nenornpoun3Boactso. — M.: MIIOIP, 2016.

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

5. «JenonpousBoacTBo». ExkekBapTanbHbId MNpodhEeCCUOHATBHBIA KypHAI.
N3parenbcTBO «/1enonpon3BoACTBOY.

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, HCCHGHOB&HHﬁ.

Pe3ynbrarel 00yueHus: (OCBOCHHBIE 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 ITONUCK JOKYMCHTOB,

MCIOJIb30BaTh TEJIEKOMMYHHKAI[MOHHbIE
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;

TpeOOBaHMUS K COCTABJICHUIO U OOPMIICHHIO
JIOKYMEHTOB;

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

TectupoBanue.
VY CTHBIN 1 TUCBMEHHBIN OMPOC

OkcnepTHas OLIEHKa IIPOBEICHUS
«MO3TOBBIX aTaK», «KPYTIIBIX CTOJIOBY

DKcIepTHas OLEHKA BBITOJHEHHS U 3allIUThI
pedeparoB, UX perieH3UpOBaHUE.

OkcnepTHas OLICHKA
IIPOU3BOJCTBEHHBIX CUTYalLUi.

peLIeHus
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