AHHOTAUMA Y4eOHOM M CUMIIIMHBI
OI1.07 lokyMeHTALMOHHOE O0ecriedeHue yIpaBJIeHUs

[Iporpamma yuebHOM muctumauabl sBisgercs dacteio OIIOIT B cootBercTBHM ¢ PI'OC
no cnennansHoctd CIIO 38.02.01 JxoHOMHMKAa W OyXrajarepckui yder (IO OTPACJIAM)
0a30BOil MOATOTOBKM M MpelHa3HAaueHa s U3YYeHHs B  YUPEKACHUSAX CPEIHEro
npoeCCHOHATBLHOTO 00pa30BaHMs, PEANHU3YIONIMX OO0pa30BaTEeNbHYI0 IPOrpaMMy CpEIHEro
npodeccuoHaIbHOTO 00pa3oBaHMUS.

Heap  aucuMniauHbl:  GOPMUPOBAHHME  CHUCTEMATHU3MPOBAHHBIX  3HAHMM 1O
JIOKYMEHTAIlMOHHOMY 00€CIIEYEHHIO YIIPaBJICHUS

Mecro nucuumiunebl B cTpykrype OITOIL:

JucuumimHa BXOAMT B NpOoQdEeCcCHOHANbHBIM IMKI Kak oluienpodeccroHalbHas
qucuuIuivHa, popmupyet komnerenun: OK01-05, 09-11; T1K.1.1.

B pesynbrare 0OCBOCHUS AUCIUILTUHBI 00YYaIOIUICS JODKEH:
yMeTb:

- 0hOpPMIIATH TOKYMEHTAIIUIO B COOTBETCTBUU C HOPMATUBHOW 0a30ii, B TOM YHCII€ UCTIONIB3YS
UH(POPMALIMOHHBIE TEXHOJIOTHH;

- OCBauBaTh TEXHOJIOTUH aBTOMATU3UPOBAHHOW 00pabOTKU JOKYMEHTOB;

- UCTOJIb30BaTh YHU(DHUIIMPOBAHHBIE ()OPMBI TOKYMEHTOB;

- OCYILIECTBIISATh XpaHEHUE, IOUCK JOKYMEHTOB,;

- UCTOJIb30BATh TEJIEKOMMYHHUKALIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JIOKyMEHTO000pOTE.
3HATh:

- IOHATUE, LIEJIU, 33/1a41 U IPUHIMIIBI JOKYMEHTALMOHHOTO 00eCieueH sl yIpaBIeHUHY;

- CUCTE€MBI JJOKYMEHTAIMOHHOTO 00ECTICYeHHS yTIPaBJICHUS,

- KJIJaCCU()MKALIUIO TOKyMEHTOB;

- TpeOOBaHUS K COCTABICHHUIO U O(POPMIICHHUIO JOKYMEHTOB,

- TpeOOBaHUS K COCTABICHHUIO U O(POPMIICHUIO JOKYMEHTOB,;

- OpraHU3aIMUIo0 IOKyMEHTO000pOoTa: preM, 00paboTKy, peruCTpaIiio, KOHTPOJIb, XpaHEHHE

JIOKYMEHTOB, HOMEHKJIATypy JeJl.

4, PeROMeHnyeMoe KOJMYECTBO YaCOB HA OCBOCHHE NMPOrpaMMbl JUCIHUIIIAHDI .

Bup yueoHo# paboTbi O6bem yacos
MaxkcumanbHast yaebHas Harpyska (Bcero) 42
OO0s13aTenpHas ayauTopHas yaeOHas Harpy3ka (Bcero) 40
B TOM YHUCJIE. IPAKTUYECKUE 3aHATHS 20
CamocTtosTenpHas pabota 00yJaronerocs (Bcero) 2
Hrorosas arrecranus B hopme nuddepeHnnpoBaHHOro 3a4era




