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1. OBIIASI XAPAKTEPUCTHUKA PABOYEI IPOTPAMMBI YUEBHOI1
JUCHUIINHDBI
OI1.04 TOKYMEHTAIIUOHHOE OBECIIEYEHUE YIIPABJIEHUS

1.1. MecTO JTUCUMIVIMHBI B CTPYKTYpPe OCHOBHO 00pa30BaTe/IbHOM MPOrpaMMbl:

VYuebHasg aucuumiuHa «/lokymMeHTalmoHHOEe oOOecleYeHne YHpaBiICHUs»  SBISETCA
00s13aTeNIbHONM 4acThio OO0IIENPO(ECCHOHAIBHOIO LUKJIAa IPUMEPHOW OCHOBHOM 00pa3zoBaTeabHOMN
nporpaMmmsl B cootserctBun ¢ @I'OC CIIO no cnenuanbHOCTH.

Oco6oe 3HaueHne qUCHMIUIMHA UMeeT npu popmupoBanuu u pazsutuu OK 01, OK 02, OK
03, OK 04, OK 05, OK 09.

1.2. He.]'l]) U IVIAHUPYEMBIC PE3YJbTAThI OCBOCHUSA TUCHUIIJIMHBI:
B paMKax mporpaMMbl yqe6H0171 JAUCIMITIIMHBI 06yanOIJ_II/IMI/IC}I OCBAaMWBAIOTCA YMCHUA

W 3HAHUS
HII:,O?)K Ymenus 3Hanus

IIK.1.1 0hopMITATH JIOKYMEHTAIUIO0 B | IOHATHE, LENIW, 3aJa4d W MNPUHIHUIIBI

IK.1.3 COOTBETCTBUHU C HOPMATHUBHOU 0a30H, | IEIOMPON3BOJICTBA;

OK 01 B T.4. MCHOJB3YsS HH(POPMAIMOHHBIE | OCHOBHBIE MOHATUS

OK 02 TEXHOJIOT UM, JIOKyMEHTAalIHOHHOT O oOecrieyeHus

OK 03 YHU(DHUITUPOBATD CHUCTEMBI | YIIPABIICHUS;

OK 04 JIOKYMEHTAlIUH; CUCTEMBEI JIOKYMEHTAIIHOHHOTO

OK 05 OCYIIECTBIISATh XpaHEHHE M TIOHUCK | o0ecrevyeHus ynpaBIeHus;

OK 09 JIOKYMEHTOB; KJIacCU(PHUKAIINIO IOKYMEHTOB;
OCYILECTBIISATh ABTOMATHU3AIMIO | TpeOOBaHMSI K  COCTaBICHUIO U
00pabOTKH JOKYMEHTOB; 0(OPMIICHHUIO IOKYMEHTOB;
HCIO0Ib30BaTh OpraHU3aLNI0 JIOKYMEHT0000pOTa:
TEJIEKOMMYHUKAIIIOHHbIE IpUEM, o0paboTka,  perucTpaius,
TEXHOJIOTHH B AJEKTPOHHOM | KOHTPOJb, XpaHEHHE  JOKYMEHTOB,
JIOKYMEHTO000pOTe HOMEHKJIaTypa J1e]




2. CTPYKTYPA Y COAEPKAHUE YUEBHOW JUCIHUILIMHBI
2.1. O0beM yueOHOI JMCHMIJIMHBI M BUABI Y4e0HOI padoThl

Buj yueOHoit padoThI O0bem B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIUIIIHHbI 64

B T.4. B (hopMe NPAKTHYEeCKOH MOAT0TOBKH 16

BT. U.:

TEOPETHUECKOE 00yUueHre 16
IIPaKTUYECKUE 3aHATUSA 16
Camocmosmenvuas paboma 32
IIpoMeskyTOUHAsI aTTeCTALUS -




2.2. TemaTn4eckuii IJIAaH U COlep:KaHNe Y4eOHOM AU CHMIIIMHBI

Koanl
KOMIIeTeH I Uil
U JIHYHOCTHBIX
Oo0beM, akaa. 4/ B .
pe3yJibTaToB ,
HaumenoBanue Coaepxxanue yueOHOro Mmarepuasia u GopmMbl OPraHM3alMM JeSITeIbHOCTH | TOM 4ucie B (popme
pa3aesioB U TeM o0yuarommxcst NMPaKTHYECKOMH (opriposariio
KOTOPBIX
NOATOTOBKH, aKa/A. 4
Crocoo0cTByeT
3J1eMEeHT
NPOrpaMmblI
1 2 3 4
Pa3nes 1. Opranusanusi A0KyMeHTO000pPOTA Ha NPeANPUSITHH 22/-
Tema 1.1. Coaeprxanue yueOHOro MaTepuaJia 2
JIOKYMEHT 1 3HaueHue W CoJAepKaHHWE JUCUUIUIMHBI «J{oKyMeHTalnoHHOe obecreyeHne
cucrema ynpasieHus». [loHATHE TEPMHHOB <«JIOKYMEHT», «IJOKYMEHTHUPOBAHHEY, [K.1.1, TIK.1.3,
AOKYMEHTAIluu «JIOKYMEHTAIIHOHHOE obecrieueHue YIIPABIICHUS». Yuubukanus u OK 01, OK 02,
CTaHJApTU3alMU  YIOPaBICHUYECKUX  JOKYMEHTOB.  OCHOBHBIE  MOHSTHS ) OK 03, OK 04,
nenonpou3BojcTBa. Knaccudukanus m0KyMeHTOB opraHuzanuu. DOyHKIuu OK 05, OK 09
JIOKYMEHTOB. [lonsiTve © cocTaB pPEKBU3UTOB JOKyMeHTa. (CXeMbl
pacnoniokeHust pekBU3UTOB. I[loHatne w© Buabl OJAaHKOB JIOKYMEHTOB.
HopmartusHo-11paBoBoe oOecrieueHue Ae0nporu3BOACTBA.
Tema 1.2. Coaepsxanue yueOHOro MmaTepuaJia 20 [IK.1.1, IIK.1.3,
Opranmnzanus [TonsiTve ¥ MPUHLIMITBI OPTaHU3ALMU TOKYyMEeHToo0opoTa. CocTaB U yueT oobema 4 OK 01, OK 02,
JAOKYMEHT0000pOTa | JJOKyMeHTOoOOOpoTa mpemnpusthii. OpraHmsanus pabOTBl € BXOJSIIEH, OK 03, OK 04,
HA NpeInpUATHH UCXOJAIEed W  BHYTpeHHeH  jJokymeHTarued. KOHTpOab  HCIOJHEHHS OK 05, OK 09

JOKYMEHTOB. PaboTa ¢ BHYTpEHHUMH JOKyMeHTamMH. ba3bl JaHHBIX IS
XPaHEHUs JOKYMEHTOB. 3aKOHOZIATEJIbHBIE aKThl U HOPMAaTUBHO-METOAUYECKUE
JIOKYMEHTBHI [0 apXHMBHOMY XpaHEHHUIO JoKyMeHToB. Pabora c 3ampocamu.

' B cootserctauu ¢ [punoxkennem 3 TIOOIL.




Pabota ¢ 3eKTpOHHBIMH JOKYMEHTaMHU.

CamocTrosiTesibHAasi padoTa 00ydarOIuxcst
1. HITyaupoBaHue TEKCTOBBIX MAaTEPUAIIOB (COCTABICHHUE KOHCIIEKTOB).
2. [ToaroroBKa K KOHTPOJIBHBIM BOIIPOCAM:
[lepeuncnute OCHOBHBIE 3Talbl Pa3BUTHUSA AEIONPOU3BOACTBA B Poccuu.
OxapakTepu3yuTe NpUKa3HOe ACIONPOU3BOACTBO.
CyIIHOCTB KOJIJIEKCKOIO JEJIONPOU3BOACTBA.
XPOHOJIIOrMYECKHE PAMKH U CYIIIHOCTh UCTIOJTHUTEIHHOTO
JIEJIONPOU3BOCTBA.
PackpoiiTe ocHOBHBIE 0COOEHHOCTH COBETCKOTO JIEIOMPOU3BO/ICTRA.
[TepeuncnuTe HOpMAaTUBHBIE TOKYMEHTHI, PETIIAMEHTUPYIOIIINE
JesATeIbHOCTh city )0 JIOVY.

7. JlailTe onpeneseHre TepMUHA «IOKYMEHT).

8. Uro mpencramnsietT coboit nudopmarus?
Oxapakrepu3yiTe hopMyIsip-oopasell.

el e

AN

16

Pa3znen 2. Buabl 10KyMEHTOB M MOPSA0K padoThl C HUMH

42/16

Tema 2.1.
Opranu3anmoHHO-
pacnopsiiuTeIbHbIE
AOKYMEHTBI

Conep:xanue y4e0HOro MaTepuaJia

12

OpranuzannoHHbIE JOKYMEHTBI — YCTaB, YUPEIUTENbHBIE 10IOBOP, MOJIOKEHHUE.
PacnopsnurenbHple  JOKYMEHTBI — IIpUKa3, pPACHOpPSIKEHUE, yKa3aHUE,
IIOCTAHOBJICHHUE, peleHue, UHCTPYKLIHUSA, IIPOTOKOJI. CrnpaBouHo-
UH(QOPMALIMOHHBIE JOKYMEHTHI: CIyeOHas 3amucka, OObsICHUTENbHAs 3alHMCKa,
aKT, CIpaBKa, CIIy»eOHbIE MHChMa

B Tom uuncie MNPaKTUIECCKUX 3aHATHIA

[Tpaktrueckoe 3anstue Ne 1. CocraBneHnue u opopMIIeHHE PaCTIOPSHKEHUS

HpaKTI/I‘IeCKOG 3aasaTue Ne 2. CocraBiieHue 1 OQ)OpMHeHI/Ie JCJIOBBIX ITNCEM

[paktuueckoe 3anstre Ne 3. OdopmiieHHE CIIPaBOK, JOKIAJIHON U CITyKeOHOMI
3aITUCKH, aKTa.

IIK.1.1, IIK.1.3,
OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 09

Tema 2.2.
Kanposasi
AOKYMeHTaus

Conep:xanue y4eOHOro MaTepuaJia

JlokyMeHTupOBaHuEe TpPYAOBbIX IMpaBooTHomeHuil. CocTaB W OCOOEHHOCTH
oopMIIeHHsI JOKYMEHTOB MO JHYHOMY cocTaBy. KoMIUIEKTOBaHHE JIUYHOTO
nena. ABroduorpadus. Pesrome. 3asBnenue o mpueme Ha padoty. [Ipukassl mo

MK.1.1, IK.1.3,
OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 09




au4HOMYy cocraBy. IlltatHoe pacniucanue.

B ToM umciie npakTHYeCcKUX 3aHATHI 4
[Ipaktrueckoe 3anstue Ne 4. OopmiieHrE TPUKA30B T10 JIMYHOMY COCTaBY.
[Ipaktuyeckoe 3anstue Ne 5. OdopmiieHune TpyAOBOro AOrOBOpa, MpHKaza o 4
npueme Ha paboTy, ohopMIIeHUE TPYIOBOM KHUKKH.
Tema 2.3. Conep:xanue y4e0HOro MaTepuaJia 22
JorosopHo- [Tonsatus moroBopa. Buasl moroBopoB. OO0si3aTelbHBIE PEKBU3HUTHI JIOTOBOPOB.
npasoBast [IpaBuna odopmienus noroopoB. IlpaBuna odopmiieHHs NPETEH3HMOHHBIX [K.1.1, IIK. 1.3,
AOKYMEHTAlUs nuceM. DopmyIssip MCKOBOTO 3asBJICHHs, TpeOOBaHHS K ero OQGOpMIICHHUIO. 2 OK 01, OK 02,
3aKOHOAATENbHBIE AKTBl M HOPMAaTUBHO-METOJMYECKUE JOKYMEHTBHI IIO OK 03, OK 04,
JIOTOBOPHBIM TOKYMEHTaM. OK 05, OK 09
B ToM 4uciie NpaKTHYeCKUX 3aHITHH 4
[Ipaxtryeckoe 3ansTre Ne 6. OdopmiieHre JOroBopa KyIUIH-ITPOIaXKH 4
[Ipaktuueckoe 3anarue Ne 7. Opopmienue u 06paboTKa MPETEH3MOHHBIX THCEM
CamocrosiTesibHas padoTa 00y4arOIUXCH 16

1. lItyaupoBaHue TEKCTOBBIX MaTepUaIoB (COCTaBICHHE KOHCIIEKTOB).
2. IloaroroBka K KOHTPOJILHBIM BOIIPOCAM:
1. HaszoBuTe OCHOBHBIE BHJIbI YIIPABIECHYECKON JOKYMEHTALIMH.

2. JlaiiTe omnpeaeseHue TEPMUHA «CUCTEMBI JOKYMEHTALIUI.

3. Packpoiite kiraccupuKanmuo J0KYMEHTOB.

4.  JlaiiTe onpeneseHNue «OpraHu3aliOHHOMN TIOKyMEHTALUNY.

5. JlaitTe onpenesieHUE «paCHOPSAUTENBHON JOKYMEHTALIUN.

6. Jaiite ompeneneHue «HH(pOPMAIIMOHHO-CIIPABOYHOM
JIOKYMEHTaLlUN.

7.  llepeuucnure U OXapaKTEPU3YWTE BUIbI JOKYMEHTOB, BXOJISIIUX B
COCTaB OpPraHMW3alMOHHOW TOKYMEHTAIWH.

8. Ilepeunciure U oxapakTepu3yiTe BUIbl JTOKYMEHTOB, BXOJSIINX B
COCTaB PACHOPSAUTENBHON JOKYMEHTALNY.

9. Ilepeuncnure u OxXapakTEepU3yHUTE BUIbI JTOKYMEHTOB, BXOJSIINX B
cocTaB MH(OPMALIMOHHO-CIIPABOYHON JOKYMEHTAIIUH.

10. TIlepeuucnuTe OCHOBHBIC BU/IbI CITYKEOHBIX ITUCEM.

11. Packpoiite CyTh JOKYMEHTOO0OOpOTA.




12. IlpuBenute npuMepsl PETUCTPALIUU JOKYMEHTOB.
13. Tlepeuucnure OCHOBHBIE NpaBWJIa MOJATOTOBKH JOKYMEHTOB Ha

APXHUBHOC XPAHCHUC.

14. Ha3zoBuTe OCHOBHBIC PEKBU3UTHI CIIYKEOHBIX TJOKYMEHTOB.

ABTOMaTI/ISI/IpOBaHHBIG CHUCTCMBI pa60TLI C IOKYMCHTAaMMU.

IIpomeskyTOUHAS aTTeCcTALMS

Bcero:

32




3. YCJIOBUS PEAJIMBAIIAM YYEBHOM JUCHUIIJIAHBI

3.1. MaTepuajnbHO-TeXHMYeCKOe o0ecriedeHue
Peanuzanuss mporpaMMbl  y4yeOHOM JUCHMIUIMHBL TMPOU3BOAUTCA C INPUMEHEHHEM
JMCTAHIIMOHHBIX TEXHOJIOTUH U TpeOyeT HaJuuus 3JIEKTPOHHOW 00pa30BaTEeNbHOM Cpejbl;
y4ueOHOro kabuHera.
Kabuner 10KyMEHTAIIMOHHOTO 00eCIIeYeHus YIIPaBICHHS
Mertoanueckuii KaOUHET
Oo6opynoBanue yue0HOro kabnHera:
e qnpoekrTop — | wrT.;
3KpaH — | mt.;
CTOJIBI yueOHbIe — 9 IIT.;
CTYJbs yueOHble — 9 1IT.;
KOMIIBIOTEPHI C BBIXOJIOM B ceTh Internet — 9 mir.;
CTyJ OpenojaaBatens — | mir.;
CTOJI IIpenojasaress — | mr.;
HOYTOYK IpenoaaBates ¢ BHIXOA0M B ceTh Internet — 1 miT.;
HAYIIHUKHA ¢ MUKpOo(oHOM — 10 1mT.;
Web-kamepa — 1 mt.;
e MukpodoH — 1 mT.;
® MYJBTUMEIUWHBIE KOJOHKH -2 IIT.
e y4yeOHO — HarJIAIHbIE TOCOOMS MO AUCLUIIIIMHE
e y4eOHO-TIPAKTUIECKOE obopyoBaHue, HEO0OXOaMMOE TUTST MPOBEACHUS
IIPElyCMOTPEHHBIX IPOrpaMMOM IPAaKTHYECKUX 3aHATHH. B coorBercTBHe ¢ 1.4.4. ®I'OC
CIIO nomyckaetcs 3amMmeHa 000py/I0BaHUS €r0 BUPTYaJIbHBIMH aHAJIOTaMH.

3.2. UupopMmannoHHoe o0ecneyeHne peain3alui NporpaMmmsbl

Jns peanuszauuu nporpamMmbl  OMOnMOTEeUHBIH (QOoHA 00pa30BaTENbHONW OpraHU3aINH
JOJDKEH MUMETh NIeUaTHBIE /WK SJIEKTPOHHBIE 00pa3oBaTeNbHbIe U MH(POPMAIIMOHHBIE PECYPCHI
JUIsL MCTIOJIb30BaHuUs B oOpa3oBaTensHOM Mporecce. [lpu hopmupoBannn Oubauorednoro Gpoxaa
o0pa3oBaTeNbHON OpraHW3allMeil BHIOMpAETCs HE MEHEe OJHOTO M3JaHUs M3 TepEUHCICHHBIX
HIDKE TEYAaTHBIX M (MJIHM) DJEKTPOHHBIX HM3/1aHUN B KaueCTBE OCHOBHOTO, NMPH 3TOM CIIMCOK
MOJKET OBITh JIOTIOJIHEH JIPYTHMHU H3TaHUSMHU.

3.2.1. OcHOBHBIE ITeYaTHbIE H JIEKTPOHHBIE H31AHUS

1 Kysnenosa, M. B. JlokymeHTanmmoHHOE OOECIEeUYCHHE YIMpaBJiICHHs : ydeOHOe
nocobue mis CIIO / U. B. Kysmemnoma, I'. A. Xauwarpsn. — 2-e¢ uszn. — CapatoB
[Ipodobpazosanne, A [Tu Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-
4488-0216-4. — TekcT : 2MeKTPOHHBINA // DneKTpoHHO-OMOMMoTeunas cucrema IPR BOOKS
[caiiT]. — URL: http://www.iprbookshop.ru/80326.html

2 AnekceeBa, T. B. JlokymeHTanmmonHoe obecrieueHue ynpasieHus : yaeOHuk / T.
B. AnekceeBa, O. A. CtpaxoB. — Mocksa : YHuBepcuter «Cuneprusi», 2020. — 132 c. —
ISBN 978-5-4257-0402-3. — TeKcT : 37eKTPOHHBIH // DeKTpoHHO-OnbnmoreyHas cucrema [IPR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/101344.html

3 JlokyMeHTaloHHoe obecnieyeHue ympasieHus. CocraBiaeHue M odopmiieHUe
JIENIOBBIX JOKyMeHTOB : yuebHoe mocobue mis CIIO / cocraButenu E. W. bammakoBa. —
CaparoB, Mocksa : IIpodobpazoBanue, At [lu Ap Menua, 2021. — 144 c¢. — ISBN 978-5-

10



4488-1080-0, 978-5-4497-0964-6. — TekcT : AJIEKTPOHHBIH // DIEKTPOHHO-OMOIMOTEUHAs
cuctema IPR BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/103343.html

4 Hob6poBonbekas C.C.  JIOKyMEHTHPOBAaHHE YIPABICHUECKOW JIEATEIBHOCTH.
[DnmexTpoHHBIN pecypc]: paboumnit yueOnmk / JloOpoBombsckas C.C. - 2021. -
https://library.roweb.online

5 HobpoBonbckass C.C. Opranmsaius padOThl ¢ JOKyMEHTaMH. [DJIEKTPOHHBIN
pecypc]: pabouwnii yueonuk / JloopoBonbckast C.C. - 2021. - https:/library.roweb.online

3.2.2. JlonoJTHUTEIbHbI€ HCTOYHUKHU

1. Koncrturyuus Poccuiickoit @enepaunu

2. I'paxnanckuit koneke Poccwmiickont ®enepanmu, 4. 1, 2, 3, 4 (B nelcTByromen
peIaKIINN)

3. Tpynosoii konekc Poccuiickoit ®enepaunu ot 30 nexadps 2001 r. N 197-03 (TK PO)
(B meMCTBYIOIIECH pETaKITIH)

11


https://library.roweb.online/

4. KOHTPOJIb M1 OIEHKA PE3YJIbTATOB OCBOEHMUSI
YUYEBHOM JUCLUILIUHBI

Pe3yibTarhl 00yyeHust

| Kpurepun ouenkn

MeToabl OIEHKH

Hepeqeﬂb 3HaHHﬁ, 0CBAUMBACMBIX B paMKaXx JUCHUIIJIHHBI

3HaTh:

HOHATHE, e, 3aJa4d |
NPUHIIMIIBI IEIOTPOU3BOJICTBA;
OCHOBHBIE HOHSTHUS
JTOKYMEHTAIMOHHOTO
obecrieueHHs yIpaBJICHUs;
CHCTEMbI  JIOKYMECHTAI[HOHHOTO
o0ecrieyeHus yrpaBieHHs;
KJIacCU()UKALUIO JTOKyMEHTOB;
TpeOOBaHUSI K COCTABICHUIO U

0(pOPMIICHHUIO TOKYMEHTOB;

OpTaHU3AIHIO
JIOKyMEHTO000pOTA:! IpHUEM,
o0paboTka, peructpanms,
KOHTPOJTb, XpaHEeHHE

JIOKYMEHTOB, HOMEHKJIaTypa J1el

JIEMOHCTPUPYET 3HaHUE
OCHOBHBIX MOHSITHIA,
NpUMEHSIEMBIX pH
OpraHu3aIuu
JIOKyMEHTOO00O0pOTa Ha
MPEPUITHH;

JIEMOHCTPHUPYET 3HAHUE LIEIIEH,
3aga4 u MPUHIUIIOB
JIeJIONPOU3BO/ICTBA;
JEMOHCTPUPYET 3HaHUe

CUCTEMBbI NOKYMCHTAIIUOHHOI'O
oOecreyeHtst ynpaBlIeHuUs;

JICMOHCTPUPYET
KJaccu(uKauy JOKYMEHTOB,

3HaHHUC

TpeOOBaHUI K COCTABJIICHHIO U
0(hOpMIICHHIO TOKYMEHTOB;

JEMOHCTPUPYET 3HaHUE
OpTraHu3aIuu
JIOKYMEHTOO0O0pOTa:  TIpUEM,
00paboTkKa, perucTpanus,
KOHTPOJIb, XpaHEeHUE
JIOKYMEHTOB, ~ HOMEHKJIaTypa
Jen

IlItyaupoBanue
TectupoBaHue

Brimonnenue
MPaKTUYECKUX 3aJaHUN

KonTponbhas pabora

Brimonnenue 3aganuii Ha
g depeHIInaTbEHOM
3adere (IK3aMEHE)

Hepeqeﬂb yMe}mﬁ, OCBaMBaCMbIX B paMKax THCHUIIJIMHBI

VYmeTn:
oOpMIIATE JTOKYMEHTAITUIO B
COOTBETCTBUM C HOPMATHBHOU
0azoii, B

T.4.  HCHOJb3Ys

I/IH(i)OpMaI_II/IOHHBIe TCXHOJIOTHH,

YHUPUIIUPOBATH CUCTEMBI
JOKYMEHTAIUU;
OCYLIECTBIATH  XpaHEHUE U

HOKCK JIOKYMEHTOB;
OCYILECTBIISATh ABTOMATH3ALUIO
00pabOTKHU TOKYMEHTOB;
UCII0JIb30BATh
TENIEKOMMYHHUKAIIMOHHBIE
TEXHOJIIOTMH B  DICKTPOHHOM
JOKYMEHTO000poTe

JIEMOHCTPUPYET
0QOpMIIATh JTOKyMEHTALUIO B

yMEHUE

COOTBETCTBHH C HOpMaTHBHOﬁ

0a3oif, B T.4. HCIOJbB3YS
uH(popMaMOHHBIE
TEXHOJIOT UM,
JIEMOHCTPUPYET yMEHHE
YHH(UIUPOBATH CHCTEMBI
JOKyMEHTAaIlUH;
JIEMOHCTPUPYET yMEHHE
OCYILECTBIIATh ~ XpaHEHUE U
MIOUCK JIOKYMEHTOB;
JI€MOHCTPHUPYET yMEHHue

OCYIIECTBJIATh aBTOMATH3ALIUIO
00pabOTKH JOKYMEHTOB;
JICMOHCTPUPYET yMEHHE

IlItyaupoBaHue
TectupoBanue

Breinonnenue
MPaAKTUYECKUX 3aJIaHUM

Kontponbnas pabota

Beinonnenue 3aganuii Ha
muddepeHInaITbLHOM
3ayere (3K3aMeHe)
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HUCITIOJIb30BaTh
TCJICKOMMYHHKAIIMOHHBIC
TCXHOJIOTMKM B 3JICKTPOHHOM
JIOKyMEHTO000pOTE
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