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1. O0mas xapakTepucTrKa padbodeil mporpaMMbl AUCITUTLITUHBI

1.1. MecTo qUCHUIUIMHBI B CTPYKTYpE OCHOBHOM 00pa30BaTelIbHON POTrpaMMbI

VYuebnas qucuumummHa OI1.13 «JlokymeHTanimoHHoe obOecrieueHue YIpaBIeHUS

ABJCTCA

BapUaTUBHOMN

HaCTbIO

ob1enpodeccuoHaIbHOTO

[MUKJIa OCHOBHOMU

oOpazoBarenbHOil mporpammbl B cootBeTcTBUUM ¢ PI'OC CIIO mo cnenuaibHOCTH
38.02.07 baukoBckoe 1eno.

1.2. llenb 1 nuaHupyeMble pe3yabTaThl OCBOCHUS JUCHUILIMHBI

B paMKax IIporpaMmbl y“IC6HOf/'I AUCHUIITIMHBI CTYACHTAMHU OCBANBAIOTCA YMCHUSA U

3HAaHUA

Konx oOmux n YMeHus 3HaHUSA
podecCHOHATEHBIX

KOMIIETCHIU I
OK 02 — CTPYKTYPHPOBATH MOJIyIaeMYIO HOMEHKJIaTypa
OK 03 nHpopManuo, oHGopMIATh MH(OPMALIMOHHBIX HCTOUHUKOB
OK 04 pEe3yIbTATHI IOUCKA COJEpKAHNE AKTYaJIbHOM
OK 05 — OTIPENIeNIATh aKTYaJIbHOCTD HOPMAaTHBHO-TIPABOBOM
OK 09 HOPMAaTHUBHO-TIPABOBOM JIOKYMEHTAITUH,
IK 2.2 JTOKYMEHTAI|H, TIPHMEHSTh npodeccroHaTbHasA
1K 2.3 COBPEMEHHYIO TIPO(ECCHOHANBHYIO TEPMUHOJIOTUSI

TEPMHUHOJIOTHIO B IPUMEHECHUH K JIOKYMEHTAITHOHHOTO

3agadam JIOY;

- 0OPMIISITH TOKYMEHTHI 110

npo¢eccuOHATbHON TEMAaTHKE;

— UCIOJIb30BaTh YHU(PHUIIMPOBAHHBIE
(GOpMBI TOKyMEHTOB;

— UCIIOJIb30BaTh CPE/ICTBA
WH(GOPMAIIMOHHBIX TEXHOJIOTHIA JJIST
co3llaHust 1 0pOpMIICHHS JOKYMEHTOB;

— pa30uparkCcs B CUCTEME BHYTPEHHETO
JIOKyMEHTOO00pOTa OpraHU3AIINH,
OCYIIECTBISATh XPaHEHHE U TIOUCK
JOKYMEHTOB;

— UCTIOJIB30BaTh COBPEMEHHOE
porpaMMHOe oOecrieueHue B
AJIEKTPOHHOM JIOKyMEHTO000pOTE;

— B3aMMO/ICICTBOBATH C KOJUICTaMH,
KJIMEHTaMH B X0J1€ MPodeccnoHaTbHOMI
JeSATEITbHOCTH

—IIMCaTh MPOCTHIE CBS3HBIE COOOICHUS
Ha npodeccCHoHAIbHBIE TEMBI,
OCYIIECTBIISITH JIENOBYIO MEPEITUCKY U

obecrieyeHust ynpaBlIeHUs;
npaBuiia 0pOpMIICHUS
JIOKYMEHTOB M BEJICHUS JICITIOBOM
MEPETHCKH;
MPHUIIOKEHUS TPOTPAMMBI
Windows, ucrons3yembie Iist
peanuzanuu 3a1a4 JJOVY;
MpaBHJia OpraHu3aIy paboThI C
JIOKyMEHTaMH, TIPaBHJIa M CPOKHU
XpaHeHUs JOKYMEHTOB
COBpeMEeHHbIe HH(OPMAIIMOHHBIE
texHonoruu JJOY
coJIep>KaHne KPEIUTHOTO
JIOTOBOPA, MOPSIIOK €ro
3aKJTFOYCHUS, H3MEHEHUS
YCIIOBUH U PACTOPIKECHHUS
0COOCHHOCTH
JIEIIONPOU3BOJICTBA U
JOKYMEHTOO0OpOT Ha
MEXOaHKOBCKOM PBIHKE




MNOAACPIKUBATL 3JICKTPOHHBIC
KOMMYHHKAIUU;
— COCTaBJIATh JOI'OBOP O 3aJI0IC,
O(bOpMJ'ISITB MMaKEeT TOKYMCHTOB IJIsA
3aKIIFOYCHHA JOTOBOpA O 3aJI0TC;

2.CTpyKTypa U cofiep>KaHue TUCIUTUTNHBI

2.1 O6beM MUCIUILIMHBI U BU/IbI Y4eOHOH paboThI

Bun yuebHoli paboTbl

O0beM B yacax

O06bem 06pa3oBaTenbHOIN NPOrpaMMbl AUCHUIUINHBI 42
O06beM paboThl CTYIEHTOB BO B3aMMO/ICHCTBHH C MpernojaBaTeieM 32
B TOM YHUCIIE:

TEOpETUIECKOe 00ydeHUE 16
IIPaKTUYECKUE 3aHATUS 14
1abopaTOpPHBIE 3aHATUS -

KOHTPOJIbHBIE paOOTHI -

KypcoBoii npoekT(padora) (ecnu npeaycMoTpeHa) -

caMmocTosiTeNnbHas paboTa 10
[TpomexxyTouHas arrectanus B popme qudpepeHInpoBaHHOTO 3a4eTa 2




2.2 TemMaTUYECKUM TUIAaH M COJICPKAHUE TUCITUTLIMHBI

HaunmenoBaunue
pa3aesoB U TEM

Copneprxanue yueOHOTO MaTepuana 1 (popMbl OpraHU3aluu AEITEIbHOCTH
CTYJCHTOB

O0BeM B yacax

Kozap!l koMIieTeHIINH,
(bopmMHpOBaHHUIO
KOTOPBIX CIIOCOOCTBYET
AJIEMEHT MPOTrPaMMBbI

1

2

4

Paznen 1. «/lokymeHTHpOBaHUE YIIPABICHYECKON ACSTEIHbHOCTH

26

Tema 1.1
«BBenenue. JJokyMeHT u
cucreMa JOKYyMEHTAIM1»

Coneprxanue yueOHOro MaTepuaia

1. 3naueHue u coaepkaHue TUCHUIUIMHBI «lOKyMEHTallMOHHOE 00ecrieueHne
ynpasieHus» [IoHATHE TEPMUHOB «IOKYMEHT», «IOKYMEHTHUPOBAHUEY,
«JIOKyMEHTalIMOHHOE 00eCIIeYeHNE YIIPABICHUS.

2. HopmaTuBHO-TIpaBOBas 6a3a opraHu3aluu J0KyMEHTallMOHHOTO
o0ecTieYeHrs yIpaBIIeHUs] KaK OCHOBA TEXHOJIOTHH MPOIIECCOB YIIPABICHHUS.

3. CocraB yrnpaBiieHU€CKUX JOKYMEHTOB. [IoHsTHE cCcTeM TOKYMEHTAlLUu.

YHUHUKAIMA U CTaHAAPTH3ALUS YIIPABICHUYECKUX JJOKYMEHTOB.

OK 02., OK 03.

Tema 1.2
«Cucrema
OpraHU3aIMOHHO-
pacnopsIuTeIbHON
JTIOKYMEHTAITAN

Coneprxanue yueOHOT0 MaTeprasa

1. YaudunupoBaHHas cucTeMa OpraHU3allOHHO-PACTIOPSAUTEILHOM
nokymenTaiuu (OPT). TOCTs1 na OP/l. TpeboBanus k opopmiaeHuIo
JOKYMEHTOB, TPeOOBaHUS K OJaHKaM.

2. Knaccudukanus OPJl: oprann3zanroHHbIe, paciopsIUTEIIbHEIC, CITPABOYHO-
MH(pOpPMAaIMOHHbIE TOKYMEHTbI. OpraHu3allMOHHbIE JOKYMEHTHI: YCTaB,
JOJKHOCTHAs! MHCTPYKIMS. PacriopsianrenbHble JOKYMEHTBI: TPUKa3bl,
pacopsiKEHHUS.

3. CrnpaBouHO-WH(OPMAIIMOHHBIE TOKYMEHTHI: TOKJIQHAS 3aITUCKa,
0OBSICHUTEINIbHAS 3alMCKa, aKT, CIIPAaBKa, CIy>KeOHbIe MUChMA.

4. CocraB 1 0c00€HHOCTH 0OPMIIEHHSI TOKYMEHTOB 10 JJUYHOMY COCTaBY.

14

B TOM uncne npakTM4eCKuX 3aHATHN

1. Ilpaktuueckoe 3austue 1 «OdopmieHrne JOKYMEHTOB € TOMOIIIBIO
nporpammbl Microsoft Word. Coznanue mabioHa TOKYMEHTOB).

2. Ilpaktudeckoe 3anarue 2 «CocTaBieHne U 0ohopMIIeHNE OTACTHHBIX BUIOB
pacropsIUTEIbHBIX U CIIPABOYHO-UH()OPMAIIMOHHBIX JJOKYMEHTOBY.

3. Ilpaktudeckoe 3ansaTue 3 «Jl0OKyMEHTHPOBAaHHE TPYIOBBIX
[IPaBOOTHOLIECHUI».

OK 02., OK 03.
OK 05., OK 09.




CamocrosTenbHas paboTa CTyIeHTOB 2

CocraBienue 1 0popMIIEHHE ITPUKA30B [0 OCHOBHOM J1€ATEILHOCTH, JIEJIOBBIX

IIMCEM I10 33JIaHUIO.
Tema 1.3. Coneprxanue yueOHOT0 MaTepuasa 2 OK 02., OK 05.,
«JlenexxHple u 1. Ocobennoctu cocraBieHus: U 0HOpPMIICHUS JICHEKHBIX 1 (PHHAHCOBO-
(uHaHCOBO-pacyeTHbIE pacyeTHBIX JOKYMEHTOB.
AOKYMCHTBD B ToM ymncie npakTUYeCKHUX 3aHATUH 2

1. Tlpaktuueckoe 3anarue 4 «OdopmiieHne MIATEKHBIX JOKYMEHTOBY. 2

CamocrosiTenbHast paboTa CTYACHTOB. 2

Hcnonb3ys nHGOPMALMOHHO - IPaBOBYIO cucTeMy U MHTepHET- pecypchl

COCTaBHUTH 0030p MEPBUYHBIX JOKYMEHTOB B OyXTaITEPCKOM YUETe.
Tema 1.4. Copepxanue yueOHOro Marepuasna 2 OK 03., OK 04., OK 05.,
«/loroBopHo-11paBoBas 1. Tunosas ¢popma rorosopa. Buasl noropopos. Coaepxanue KpeIuTHOIO OK 09.
JIOKYMEHTALIHS JIOTOBOPA. K 2.2

B TOM yncne npakTM4eCKUX 3aHATHU 2

1. Tlpakrtuueckoe 3ansaTue S5 «CocraBiieHHe JOrOBOPa O 3aJI0Te» 2

CamocrosTenbHas paboTa CTyIeHTOB 2

Hcnonb3ys nHPOPMALIMOHHO - TIPAaBOBYIO cucTeMy U MHTepHET- pecypchl

COCTaBUTH 0030p JJOKYMEHTOB, COPOBOXK/IAIOIINX X035IiCTBEHHO-10TOBOPHYIO

JeSITeNIbHOCTh OpraHu3alui.
Paznen 2 «Opranu3zaiusi paboThl ¢ JOKYMEHTaMU» 14
Tema 2.1. Copepxanue yueOHOro MaTepuana 2 OK 02., OK 03.
«Opranuszanus 1.CoctaB u yyet o0beMa JOKyMEHTO000poTa opraHuzanuid. Opranuzaus
JIOKYMEHTO000pOTa, paboThI ¢ JOKYMEHTAIIMEH, mocTynatomield B opranuzaiuto. [lepegaua
perucTpanus JIOKYMEHTOB BHYTPU OpTraHU3aIUH.
JIOKYMEHTOB, 2.Perucrpanus 1okymMeHTOB. KOHTPOJIH HCIIOMTHEHNS JOKYMEHTOB. THITOBBIE
UCTIOJIHEHUE WH/IMBUyallbHbIE CPOKU MCTIOJIHEHHS TOKYMEHTOB.
JIOKYMEHTOB)
Tema 2.2. Copep:xanue yueOHOro MaTepuana 6 OK 02., OK 04., OK 09.,
«MHpopmanioHHbIE 1. Ucnonbp3oBaHKe MpOrpaMMHOI0 0OECTIEYeHHUS IS peIIeHUs K 2.3
TEXHOJIOTUH B npoecCHOHANBHBIX 3a]1au.
ACJIONPOU3BOACTBEN B TOM 4mncne npakTU4eCKUX 3aHATHN 4




1. IIpaktuyeckoe 3ansatue 6«lIporpaMmmuoe npunoxenne 1C- 2
JokymMeHT0000poT. PaboTa ¢ BXOISIINUM TOKYMEHTOM)
2.IlpakTaeckoe 3ausatue 7 «IIporpammuoe npmioxenue 1C-JlokyMeHTOOO00POT. 2
PaboTa ¢ ucxonAmmmM JOKyMEHTOM»
CamocrosTenbHas paboTa CTyIeHTOB 4
Hcnonb3ys nHGOPMAIMOHHO-TIPABOBYIO cucTeMy M IHTEpHET-pecypehl
COCTaBHUTH 0030p MPOTPAMMHBIX PEIICHUH I BEJCHUS JOKYMEHTO000POTa C
nepeyHeM (YHKIMH, KOTOPBIC IPOrpaMMa pealln3yer.
Tema 2.3. Copepxanne yaeOHOT0o MaTepuaa 2 OK 02, OK 03.
«Opranuszanus 1. Cucremaru3anus JOKyMEHTOB U UX XpaHCHHUE.
OTIEPATUBHOTO U 2. Homenknatypa aen. [IpumepHbie 1 TUTIOBBIE HOMEHKJIATYPHI el
aApPXUBHOTO XPaHEHUS 3. TpeboBanus K OPOPMIICHHIO JIEII.
JIOKYMEHTOB)
[IpomexxyTounas arrecraius B popme auddepeHIIMpoBaHHOTO 3a4eTa 2
Bcero: 42




11

3. YcioBus peasin3aluu TUCIUILIUHBI

3.1. ns peanuzamuu mporpaMMbl YI4€OHOM AUCITUTIIIMHBI JTOJDKHBI OBITh MTPEyCMOTPEHBI
CIEayIolMe crenranbuble nomMenieHus: B cootBeTrctBuM ¢ @I'OC CIIO u ITIOOII:
nabopatopuss MHPOPMAIMOHHBIX TEXHOJOTUH B MPOPECCHOHAIBHON ACATEIHHOCTH,
OCHAIIleHHass O00OpyJOBaHWEM: II0CAJI0YHBIE MeECTa [0 KOJMYECTBY OOyYarOIIUXCs,
pabouee MecTo TpenoaBaresis, HHHOPMAIIMOHHBIE CTCH/IbI; TEXHUYECKHUMH CPEICTBAMU
00yUeHUs: TIEPCOHABHBIE KOMITBIOTEPHI C JIMIICH3UOHHBIM MMPOrPAMMHBIM 00€CIIEYEHUEM
C BBIXOJOM B JIOKAIbHYIO ceTh W B VIHTEpHET, MapkepHas (MHTEpAaKTHBHAas) JIOCKa,
MyJIbTUMEIHA TPOEKTOP, MPUHTEP, CKAHEP, MPOrpaMMHOE O0OecTieUeHHUE: ONepalioOHHAs

cucrema cemeiicrsa Windows, maker Microsoft Office.

3.2. UndopmairionHoe o0ecrieueHue pearn3aii mporpaMmal.

Jl1st peanuzanuu nporpaMmbl OMOIMOTEYHBIN (POH]T CTPYKTYPHOTO MOApa3aeieHus
JIOJDKEH MMETh TeYaTHbIe W/WIM DJIEKTPOHHBIE 00pa3oBaTelibHbIE M MH(OPMAIIMOHHbBIC

PECYpCHI JIJIsl UCTIOJI30BaHUS B 00pa30BaTeIbHOM IpolLiecce.

OcHOBHBIC TI€YaTHBLIC U QJICKTPOHHBIC U3IaHUA:

1. Kopmnees, 1. K. JlokymMeHTalIMOHHOE 00ECIIeUYeHUE YIPABICHUS: YICOHUK U
MPaKTUKYM JJIs1 cpeqiHero npodeccuonanbuoro oopazosanus / M. K. Kopuees, A. B.
[Tmenko, B. A. MamrypiieB. — 2-e uzj., nepepad. u non. — Mocksa : U3narenbcTBo
FOpaiit, 2021. — 384 ¢. — (Ilpodeccuonansunoe oopazoanue). — ISBN 978-5-534-
05022-6. — TexkcrT : anexTponHsiii // O6pazoBaTenpHas wiargopma FOpait [cailT]. —
URL.: https://urait.ru/bcode/472550
2. Hoponuna, JI. A. JIoKyMeHTallMOHHOE OOECIEYEHUE YIpaBICHUS: YYEOHUK U
MPaKTUKYM JJI CpeaHero npodeccuonanbHoro oopaszosanusa / JI. A. Jloponuna, B. C.
NputukoBa. — Mocksa: U3gatensctBo Opaiit, 2021. — 233 c. — (IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-05783-6. —  TekcT: dJIeKTpOHHBIA //
Oo6pa3zoBarenbHas miatgopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/473802

3. TOCT P 7.0.97-2016 "Cucrema crangapToB no uHGoOpManuu, OUOIMOTEUHOMY H
uznarensckomy jaeny. OPJI. TpeboBanus K 0(pOpMIICHUIO TOKYMEHTOR'" .

JlomomHUTEIbHBIC UCTOYHUKHU:

1. Kysnenosa, 1. B. [lokymeHTanmoHHoe oOecliedeHHE YIpaBJICHUS : Y4eOHOE
nocodoue mns CIIO / U. B. Kysuenonra, I'. A. Xauatpsa. — 2-¢ uzn. — Caparos :
[IpodobpazoBanue, At [Ilu Dp Meama, 2019. — 166 c¢. — ISBN 978-5-4486-0404-1,
978-5-4488-0216-4. — TekcT : SIEKTPOHHBIM // DIEKTPOHHBIM pecypc uudpoBon
oOpa3zoBaTebHON cpenbl CIIO PROFob6pazoBanue : [cailT]. —
URL:Ihttps://profspo.ru/books/80326.html



https://profspo.ru/books/80326.html
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2.10ysanoBa H.H. JlokyMeHTalMoHHOEe OO€cleueHHe YIpaBICHUS: YUYEOHHK H
npaktukym / lllyBamosa H.H. - M.: U3narenscTBo KOpaiit, 2019 [DnexkTpoHHBINH pecypc;
Pexxum noctyna https://biblio-online.ru/bcode/433679] .

3.I'paxxnanckuii kogexc Poccuiickoii deneparuu (dacts nepsast) ot 30.11.1994 r. No 51-
@3 (¢ yueToM U3MEHEHUI U JOTIOJTHEHU ).

4. Tpynosoit konekc Poccuiickoit @eneparun ot 30.12.2001 Ne 197d3 (pen. 05.02.
2018 r1.)

5.®enepanbubii 3akoH  oT  02.07.2006 Ne 149-®3 (pen. ot 23.04.2018) «O6
uH(popmaIu, HHGOpMaTU3aIUHU U 3alUTE HHHOPMALTHI.

6.®enepanbubiii 3akoH oT 06.12.2011 N 402-®3 «O OyxrantepckoM yuere» (pem. oT
26.07.2019)

[.®enepanbubiit 3ak0H oT 12.12. 1990 Ne 395-1 (pen. ot 04.10. 2014) « O Gankax u
0aHKOBCKOM JEATEIbHOCTI

8.I'OCT P.7.08-2013 «CHUBU/. Jlenompou3BOACTBO W apXWBHOE Je€10. TepMHHBI U
OTIpEICTICHUS

9. IIpuMepHasi UHCTPYKIUS IO JIETOMPOU3BOJICTBY B TOCYJapCTBEHHBIX OpraHU3AIMSIX
(yrBepxkaeHa npukazoM PocapxuBa oT 11.04.2018 Ned4).

10.http://www.consultant.ru - CrpaBouno-mpaBoBas cucteMa «KoncynpranT [Timrocy
11.http://document-ved.ru-SiekrponHblil yaebnsIi kypce J10OY

4. KOHTpOJIb U OLIEHKA PE3YJbTATOB OCBOCHUS TUCIUTLIAHBI

KOHTpOJ'IB N OLNCHKa PE3yJIbTaTOB OCBOCHUA AWCHUINIMHBI OCYHICCTBIIACTCA
npernogaBaTrcjiicM B IIPOLCCCC IIPOBCACHHUA ITPAKTHUYCCKHX BaHHTHﬁ, TCCTUPOBAHUA, 4

TAKIKC BBITIOJIHCHUSA CTYACHTAMU MHAWBUYaJIbHBIX SaHaHHﬁ, ITPOCKTOB, HCCJ'IGI[OB&HHIZ.

PesynbTaThl 00y4yeHus Kpurepun oneHKn MerTonbl OLICHKH
[Iepeuens 3HaHUM, OCBaNBaEMBbIX B CootBercTBre OpopMiieHUs |YCTHBI  (MUCHMEHHBIN)
paMKax JUCLUIIINHBL: JOKyMEHTAllNH, onpoc
— COJEp’KaHHE aKTyaJIbHOU IIPUMEHSAEMOH B TectupoBanue

HOPMaTHUBHO-IIPaBOBOU YIIPaBJIECHYECKON U Onenka pe3yapTaToOB
JIOKyMEHTAINU; npogeccuoHaIbHON BBIIIOJIHEHUS

— npodeccuoHanbHas TEPMUHOIOTHS NeSATEeTLHOCTH, TPEOOBAHUSIM |CaMOCTOSATEIHLHON PabOTHI
JOKYMEHTAaIlMOHHOI'O OGCCHC‘-ICHI/IH HOPMATUBHBIX TOKYMCHTOB. I[I/I(I)(I)epeHLH/IpOBaHHHﬁ

YIpaBlIE€HUS; CootBeTcTBHE BBIOOpA 3a4€T
— NpaBHIIa COCTABJICHUS JOKYMEHTOB i |TEXHOIOTHH 00pabOTKH

BEJICHUs [I€JI0BOU IIEPEIUCKH; AOKYMEHTOB COBPEMECHHbBIM
— COCTaB JJOKYMEHTOB CHEIUATbHBIX TpeboBaHUAM

CHUCTEM JOKyMEHTAITUH; JIOKyMEHTOO0OpOTA.
— MpaBWJIa OpraHU3aIK paboTHI ¢

JOKYMEHTaMU;

— npuinoxenus nmporpammbl Windows,
UCIIOJIb3yEeMBbIC JUIS PeATU3alliH 33/1a4
HOY;

— COBpEMEHHbIe HH(OpPMAITOHHBIE



https://biblio-online.ru/bcode/413825
http://www.consultant.ru/
http://document-ved.ru-электронный/
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texHonoruu JJOY

— IpaBWJIA U CPOKU XPAHEHUS
JIOKYMEHTOB

— coJep)KaHue KpeAUTHOIO 10r0BOpa,
HOPS/IOK €ro 3aKJIIOYCHUS, U3MEHEHUS
YCJIOBUM U PACTOPKEHUS

[Iepeuenb ymeHuiA, OCBaMBa€MbIX B

pamMKax JUCHUIUIMHBL:

— CTPYKTYPHUPOBATh MOTy4aEMYIO
uHpopMaLnio, 0POPMIISIT PE3YJIbTATHI
MIONCKa

— HCIIOJIB30BaTh COBPEMEHHYIO
npodeccuoHaNbHYI0 TEPMUHOJIOTHIO B
puMeHeHuu K 3anadam JJ0V;

- 0OPMIISTH TOKYMEHTHI 11O
npodeccHnoHATLHOM TEMaTUKE B
COOTBETCTBHE C HOPMATUBHOM 0a30M;

— UCIOJIb30BaTh YHU(PHUIIMPOBAHHbBIE
(OpMBI TOKyMEHTOB;

— OCYILECTBIISITH JICIOBYIO MEPEIUCKY U
MOAJIEP>KUBATH AJIEKTPOHHBIE
KOMMYHHKAIUH;

— IPUMEHSITh CPEJICTBA
MH(OPMAIIMOHHBIX TEXHOJIOTHH 7S
co3naHusi 1 0OpMIICHHUS JOKYMEHTOB;

— pa30upaThCs B CUCTEME BHYTPEHHETO
JOKYMEHTO000pOTa OpraHu3alluy;

— OCYILIECTBIISATh XPAHEHUE U TTOUCK
JIOKYMEHTOB;

— pa30upaThCs B HOMEHKIIAType JeT;

— UCIIOJIb30BaTh COBPEMEHHOE
MporpaMMHOE 00ecCIieYeHUe B
3JIEKTPOHHOM JIOKyMEHTO000pOTE;

— COCTaBJIATh JOTOBOP O 3aJI0Te;
o(opMIIATh TaKeT TOKYMEHTOB JIJIs

3aKJIIOYEHHUS JOrOBOpa O 3aJI0Te;

Bitanenue npasunamu
cocTaBJeHUS U 0(OpMIICHUS
JOKYMEHTalluu B
COOTBETCTBUU C
HOPMAaTUBHBIMHU
JIOKyMEHTaMHU.
OdopmieHne pe3ynbTaToB
MOMCKa HHPOPMAIIH
HaBbiku ocymectBieHus
MIPOBEPKU HEOOXOTUMOIA
JOKYMEHTAalUu JJIs
3aKJIIOYEHUs JOTOBOPA.
JleMoHcTpanus aHanu3a
coJiepKaHus
yIpaBIECHYECKUX
JIOKYMEHTOB.

HaBbiku B ucnonb30BaHuu
IIPOrpaMMHOT0 0OecreueHus
B opranuszanuu JJ0OY

OrueHka pe3yJibTaToB
BBITIOJIHEHUS
MIPaKTU4YECKON pabOThI

DkcnepTHOE HAOMIOIeHNE
32 XOI0M BBITIOJTHEHUS
CaMOCTOSTENBHOIN paboThI
Onenka pereHuit
CUTYallMOHHBIX 337124
HuddeperunpoBaHHbIi
3a4€T




