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1. e u niIaHUpPyeMblIe Pe3yJbTaThl 0CBOCHUS TUCUMIIIMHBI:
B pamkax mporpaMMbl yueOHOM TUCIUILTAHBI 00YYAFOIIUMUCS OCBAUBAIOTCS YMCHHSI U 3HAHUS:
Kon YmMmenus 3HaHuA
1K,
OK, JIP
OK02 |- OCYILECTBIISITh ITOMCK, aHamu3 U | — coJiepyKaHue aKTyaJIbHON
OK 03 | ucnonb3oBanue HOPMaTUBHO-TIPABOBBIX | HOPMATUBHO-IIPABOBOH JOKYMEHTAIUH;
OK 05 JIOKYMEHTOB B IIpUMEHEHMH K 3aia4am [10Y; - OCHOBHBIE MTOHSATHS
OK 09 - COCTAaBIISITh u 0hOpMITATE | JOKYMEHTAIIHOHHOTO obecrieueHus
I[IK 1.5 | ynpaBiieHUYeCKyIO u po(heCCHOHATBHYIO | YIIpaBJICHHUS;
I[IK 4.1 | mokyMeHTaluio B COOTBETCTBHE C HOPMATHUBHOH | — KiaccuUKamms  YIpaBIEHYECKHX
I[IK 4.3 | 6a3oii; JIOKYMEHTOB;
JIP 2 — HCITOJIL30BaTh YHU(PHUIMPOBAHHBIC | — npaBuiIa COCTABJICHUS "
JIP 3 (bOopMBI JOKYMEHTOB; 0 OPMIIEHUS YITPABIEHYECKUX J[OKYMEHTOB
JIP 13 - OCYHIECTBIIATh [JENOBYIO TEPENUCKY M | W BEECHHUS [EIO0BOM MEPENUCKH;
JIP 14 MOJIEPKUBATH 3JIEKTPOHHBIE KOMMYHUKAIINH;

- IMPUMCHATH CPEACTBA I/IH(bOpMaHI/IOHHBIX
TEXHOJNIOTUH i1 co3jaHus U OQOPMIICHHS
JOKYMEHTOB;

- pasoupaTbcsi B CHCTEME BHYTPEHHETO
JIOKYMEHT0000pOTa OpraHu3allny;

- OCYILECTBIIATh  XpaHEHHWE M  IIOUCK
JIOKYMEHTOB;

- pa3dupaThcsi B HOMEHKIIATYpE JIEI;

- HCTOJB30BaTh COBpPEMEHHOE
MporpaMMHOe  OOecliedeHUEe B  DIEKTPOHHOM
JIOKyMEHTO000pOTE;

- MIPOBEPSATH HE00XOTUMYIO
JOKYMEHTAIIMIO JIJIS 3aKITIOYEHSI KOHTPAKTA;

- (dbopMHpPOBaTh MPOEKTHl TPUKA30B U

pachopspKeHH 10  TPOBEIEHUI0 BHYTPEHHETO
KOHTP OIS

- opopMIIATE  PE3yNBTAaTHl MPOBEACHHBIX
KOHTPOIBHBIX MEPOIPHUATHA MyTEM COCTABIICHUS
aKTOB W CITPaBOK

- COCTaB OOKYMCHTOB CIICIIMAJIbHBIX
CHUCTEM JIOKYMEHTALIUH;

- IIpaBujia OpraHU3alMMd BCCX I3TaAllOB
paboTHI C TOKYMEHTaMU;

- npuiiokeHus: mporpammbel Windows,
MCTIOB3yeMble I peanu3anuu 3a1a4 JJOVY;

- COBpPEMEHHBIE nH(OpPMAIMOHHBIC
texHonoruu JJOY
— 0COOEHHOCTH COCTaBJICHUS u

0(hOpMIICHUS OTACIBHBIX BHUIOB 3aKyNOYHOM
JIOKYMEHTAIINH;

- JIOKYMEHTUPOBAHUE OpraHU3alu
KOHTPOJIBHBIX MEPONPUATUI OpraHam,

OCYIIIECTBIISIOIUMU (buHaHCOBBI
KOHTPOJIb;

- npoueaypa COCTaBJICHUS u
obopMiIeHHs] AaKTOB U CIPaBOK IO
pe3yapTaTam KOHTPOJIbHBIX
MEpOTPUATHH.

2. O0beM y4eOHOI THCHUILIUHBI U BUbI y4eOHOH padoThl

Oo0bem, ak. 4 / B
Buja y4yeOHoii padoThbl oM THETe B q)olee
NPaKTUYeCKOi
NOATrOTOBKH, aK. 4
MakcumaibHasi yaeOHast Harpy3Ka (Bcero) 56
B TOM YHCIIE:
TEOpETHYECKOe 0OydeHne 16
MMPaKTUIECKUE 3aHATH 14
mabopaTopHBIC 3aHATHS 14
CamocTtosiTenbHas padoTta 10
Koncynpranuu -
I[Ipome:xxyTouHas arTecTanus B (popMe 3a4eTa ¢ OLEHKOMN 2

2.2. TemaTu4eckuii MJIaH U COJePKAHUE YUeOHOH THCIUITUHBI

HaumeHoBaHme pa3aenoB M TeM

O0BeM yacoB

Pazgen 1. lokyMeHTHPOBaHUE YIPABJIEHYECKOii 1eATeJIbHOCTH

Tema 1.1. Beenenue. JlokyMeHTHPOBAaHHUE YIIPABICHYECKON JEATEIEHOCTH 6

Tema 1.2. Cuicrema opraHu3auiOHHO-PACHOPSIIUTENBHON JOKYMEHTALNN

(e}

Tema 1.3. MnpopmanmoHHbIe TEXHOJIOTHU B IEIOMPON3BOCTBE 8
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Tema 1.4. Jlenexxnsie 1 QUHAHCOBO-pacYETHBIEC JOKYMEHTHI 8
Tema 1.5. J/loroBopHO-IIpaBoOBasi JOKYMEHTAIHSI 8
Pazgen 2. Opranusauusi paéoTbl ¢ JOKYMEHTAMHU

Tema 2.1. IlonsiTue TOKYMEHTOOOOpOTa, pErUCTPaLNs JOKYMEHTOB, HCIOITHEHHE 8
JIOKYMEHTOB

Tema 2.2. Opranu3anus OnepaTuBHOIO U apXUBHOTO XpaHEHUs TIOKYMEHTOB 8
IIpomeskyTOouHas arTecTanus B (popme 3a4era ¢ OLEHKOI 2
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