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1. OBIIIASI XAPAKTEPUCTUKA PABOYEI MPOTPAMMBI YYEBHOW
JUCHUILINHDBI

1.1. MecTo AMCUUILUIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOI MPOrpaMMbl

VYuebHass mucuuIUinHA «J/{OKyMeHTalmoHHOEe oOecreueHre YIpPaBICHUS» SIBISCTCS
YacThI0 TPOTPAMMBI TOJTOTOBKH CIIEHUAIMCTOB CpPEAHEro 3BE€HAa B COOTBETCTBHH C
denepanbHBIM TOCYAAPCTBEHHBIM oOpa3zoBarenbHbiM cTannaptom CIIO mo cnemnmanbHOCTH
38.02.01 DxoHOMHKA M OyXTaNTePCKUN yUeT (110 OTPACIISAM).

VYuebHas aucnuiuiiHa «JlOKyMEHTAIllMOHHOE OO0ECTeYeHHe YIPaBICHHUS» OTHOCUTCS K
o0mrernpoheccHoHaATEHOMY ITUKITY IIPOTPAMMBI TIOJTOTOBKH CIEIIHATINCTOB CPETHETO 3BEHA.

Oco0oe 3HaueHKe AUCIUIIIMHA UMeeT pu popmupoBanuu u passutuu OK 01, OK 02, OK

04, OK 05, OK 09, OK 10, IIK 1.1.

1.2. Ilesib ¥ NJIAHUPYEMBIE Pe3yJbTATHI OCBOCHHS THCHUTIIAHBI

Vyebnass mucummuimHa «Jl[OKyMEHTAIIMOHHOE OOECTICUCHHE YIPABJICHHSI» OO0ECIIeYHBACT
dbopMupOBaHHE DIIEMEHTOB MPO(PECCHOHATBHBIX H OOIMMUX KOMIIETCHIIMH TI0 BUIAM
nesitenbHOCTH DPI'OC mo cnenmansHOoCcTH 38.02.01 DKOHOMHKA M OyXraaTepcKui yder (Imo
OTPACIISIM).

B pe3ynbraTe ocBOeHUs AUCUUILTMHBI O0YyJaIONINICS OCBAUBAET AJIEMEHThI KOMIIETEHIUH:

OK 01. Beibupats criocoObl pemieHus 3aaa4d NpopecCHOHATBHON IS TEIbHOCTH
MPUMEHHUTENIHHO K Pa3IMYHbIM KOHTEKCTaM;
OK 02. Ocy1iecTBasATh MOUCK, aHATIU3 U HHTEPIPETANIO HH(OPMAITUH, HEOOX0 TUMOI
JUIS BBITIOJIHEHUS 3a7a4 POo(ecCHoHaNbHOM e TEIIbHOCTH;
OK 03. ITmaanpoBath U peain30BbIBaTh COOCTBEHHOE MPO(PECCHOHAIBHOE U JIMYHOCTHOE
pa3BUTHE;
OK 04. PaGoTtathb B KOJIJIEKTUBE ¥ KOMaH€e, Y)(PEKTUBHO B3aUMOJACHCTBOBATH C
KOJUIETaMH, PYKOBOJCTBOM, KJIMEHTAMU;
OK 05. Ocy1iecTBiATh YCTHYIO U TUCBbMEHHYI0O KOMMYHHUKAIIMIO Ha TOCYIapCTBEHHOM
s3pike Poccuiickoit denepaiiny ¢ yaeToM 0COOEHHOCTEH COIMAIEHOTO M KYJIBTYPHOTO
KOHTEKCTa;
OK 09. Ucnonb3oBaTh HHPOPMALUOHHBIE TEXHOJIOIMH B PO(PECCHOHATBHOM
NEeSATENbHOCTH;
OK 10. ITonb3oBatbcs mpohecCHoHANBLHOM TOKYMEHTAIUEH Ha TOCYITapCTBEHHOM U

HHOCTPAHHOM A3bIKaX.



I1K 1.1. O6pabaTsiBaTh NEPBUYHBIE OYXTaJITEPCKUE JOKYMEHTHI.

B pamkax mporpaMmsbl y4eOHOM JUCUUIUIMHBI O0YYarOIIMMUCS OCBAaMBAIOTCS CIIEIYIOIINE

YMCHHA U 3HAHUA.

Kon YMmenust 3nanus

MK, OK

OK 01 V1. OhopmiaTh TOKYMEHTAIHIO B 31. [lonsaTus, uenu, 3aa4i ¥ MPUHIUATIBI
COOTBETCTBUHU C HOPMATUBHOU 0a30H, | JEIONMPOU3BOJICTBA.

C MCTIOJIh30BaHUEM HH(POPMAITHOHHBIX
TEXHOJIOTHH.

OK 02 ¥2. OcBauBaTh TEXHOJIOTHIO 32. OCHOBHEBIE MTOHSATHUS
aBTOMaTU3UPOBAHHOU 00pabOTKH JOKYMEHTAllMOHHOTO 00ecrieueHus
JIOKYMEHTOB. yIIpaBICHUS.

OK 03 V3. OcymecTBuars Xxpanenue, nmouck | 33. Knaccuukanuro 10KyMeHTOB.
JOKYMEHTOB.

OK 04 V4. Vcnonb3oBaTh 34. TpeboBaHMs K COCTaBICHHUIO U
TEJIEKOMMYHHUKAIIHOHHBIE TEXHOJIOTUN | O(pOPMIICHHIO TOKYMEHTOB
B 2JIEKTPOHHOM JJOKYMEHTOO000pOTE.

OK 05 V¥5. Ucnonb3oBath 35. Opranu3zanuio JOKyMeHTO000poTa.
yHUGUIIUPOBAHHBIE (DOPMBI
JOKYMEHTOB.

OK 09 V6. cnonb3oBaTh 36. Ilpuem, 00pabGOTKy, peruCTpaIuio,
YHUPUIPOBAHHBIE (POPMBI KOHTPOJIb, XpaHEHUE TOKYMEHTOB.
JOKYMEHTOB.

OK 10 V7. OcymiecTBisITh XpaHeHue u nouck | 37. Homenknarypy nei.

JOKYMEHTOB.
I[K 1.1 V8.00pabaTreiBaTh IEPBUYHBIC 38. Kiaccudukaiuro nepBUIHBIX

Oyxrantepckue JOKYMEHTHI.

JOKYMEHTOB.




2. CTPYKTYPA ¥ COJIEP KAHUE YUEBHOM TUCIUATLIMHBI

2.1. O6beM yueOHOii JMCUMNJIMHBI M BUALI Y4e0HOI padoThI

Buna yueoHoii padoThl Ottem
4acoB

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIIIHHbI 38
O0BEM Harpy3KH BO B3aUMO/IeiiCTBHH ¢ NpenojaBaTesieM 32
B TOM YHCJIE:
TEOpPETHYECKOE 00yUueHue 22
MPaKTUYECKHUE 3aHITH 10
abopaTOpHBIC 3AHITHUS -
KypcoBasi paboTa (IIpoeKT) -
MPOMEXYTOUHasI arTectanus B popme auddepeHIMpoBaHHOTO 3a4€Ta B 3 ceMecTpe -
Koncynbranuu -
CamocTtosrenbHas paboTa 00yJaromerocs 6




2.2. TeMaTH4eCKUii IUIAH U cojiep:KaHue Y4eOHO# TMCHUILUIMHBI «/l0KyMeHTanMoHHOe o0ecreyeHne ynpaBieHUus»

HaumenoBaHue Coaep:xkaHue yueOHOro MaTepuasia u GopMbl OPraHu3auNu IesITeIbHOCTH 00yYaI0IIUXCSH O0bem Koambt
pa3/iesioB M TeM YacoB | KOMIETEHIMI,
¢popmupoBanu
10 KOTOPBIX
crnocodcTByer
3J1eMeHT
NMPOrpamMMblI
1 2 3 4
Pa3znea 1. Cucrema u kiaccupurkanusi 10KyMeHTAIUU 8
Tema 1.1 Conep:xaHue yueOHOro Marepuaja 2 OK 01, OK 02,
BBenenmue. OK 03, OK 09,
3HaueHWE M COJCp)KAHWE JUCHMIUIMHBI «J/loKyMeHTalmoHHOe OOeCIeYeHHEe YIPaBICHUSD.
JdoxkyMeHT u OK 10, I1IK 1.1
[loHsiTHE TEPMUHOB «IOKYMEHT», <«IOKYMEHTHPOBAHHUE», <«JIOKYMEHTAI[MOHHOE OOecreueHue
cucreMa 2 V1-V3, Ve, V7,
yIpaBJIeHUs». YHUDUKAIUS U CTAaHAAPTU3ALNH YIIPABICHYSCKUX JIOKYyMEHTOB.
AOKYMEHTAIMU V8; 31-33, 36,
37, 38
CamocrosiTesibHas padora: OK 01, OK 02,
Cucrtemarnueckass npopabOTKa KOHCIIEKTOB 3aHATUH, y4eOHOW M cHelManbHOM JUTeparyphl. 2 OK 03, OK 09,
[ToarotoBka K MpakTUYeCKUM paboTaM C HCMOJB30BaHHEM METOJUYECKUX pPEeKOMEHIAIHi OK 10, IIK 1.1
npenogaBatens. [loaroroBka cooOmieHnit U 10KIa10B. V1-VY3, Ve, V7,




V8; 31-33, 36,

37, 38
Tema 1.2 Conepxxanue yueOHOro Marepuasa 2 OK 01, OK 02,
OK 03, OK 09,
Kanaccnguianns YHu}UKanus U CTaHAAPTU3ANUN YIPABICHYECKHX JOKYMEHTOB. OK 10, TIK 1.1
IOKYMEHTOB Bupsl 10KyMEHTOB. 2
V1-¥3, V6, V7,
V38; 31-33, 36,
37,38
CamocrosiTesibHas padora: OK 01, OK 02,
Cucremarndeckasi mpopabOTKa KOHCIEKTOB 3aHATHN, Y4eOHOW W CHEIUATBHOW JIMTEpaTypHI. OK 03, OK 09,
[ToaroroBka K TpPaKTHUYECKUM paboTaM C HKCIOJb30BAaHUEM METOJIUYECKUX PEKOMEHIAINNA OK 10, IIK 1.1
npenogaBates. [loaroroBka cooOImEeHU U TOKIaI0B. 2
V1-Y3, V6, V7,
VY8; 31-33, 36,
37,38
Pa3nen 2. Oprann3anMoHHO-pacnopsiAuTeIbHbIe JOKYMEHTbI, KAAPOBasi U /IOTOBOPHO-NPABOBasi IOKYMEHTALUS 22
Tema 2.1 Conepxanue y4eOHOro Marepuasia 6 OK 01, OK 02,
Opranun3anmoHHo- OK 04, OK 05,
pacnopsiiuTe/bHbIe OK 09, OK 10,
AOKYMEHTBI IIK 1.1




V1-V¥5,V6, V7,

V38; 31-35, 36,
37,38
Opranu3alluOHHBIE  JIOKYMEHTBl ~ —  YCTaB,  y4YPEAUTEIbHbIE  JIOTOBOp,  IOJIOKEHHUE.
PacniopsimutensHbie JOKYMEHTBI — MPHUKa3, PACTIOPsHDKEHUE, YKa3aHHE, MTOCTAaHOBJICHUE, PEIICHHE, 2
WHCTPYKITUS, TPOTOKOJ.
CrnpaBouHo-MHGOPMAIIMOHHBIE TOKYMEHTBI: CIy)KeOHasi 3amucka, 0ObSICHUTENIbHAS 3alicKa, akxT, 2
CIpaBKa, CIIy’KeOHbIE THChMa
B ToM 4mncsIe IpAKTHYECKUX 3aAHATHIA:
[IpakTnueckoe 3ansiTue Ne 1. CoctaBienue U opopmIIeHHE pacOPSKEHHS 2
CamocrosiTesibHasi padoTa: OK 01, OK 02,
Cucremarndeckasi mpopabOTKa KOHCIEKTOB 3aHATHN, Y4eOHOW W CHEIUATBHOW JIMTEpaTyphI. OK 04, OK 05,
[ToaroroBka K MpPaKTHYECKUM paboTaM C HCIOJIb30BAHHUEM METOJIUYECKUX PEKOMEHIAINI OK 09, OK 10,
npenogaBatesns. [loaroroBka cCOoOIIEHU U TOKIAI0B. 2 IIK 1.1
Y1-Y5, V6, V7,
V38; 31-35, 36,
37, 38
Tema 2.2 OK 02, OK 04,
Kanposasn OK 05, OK 09,
Conepxanue y4eOHOro Marepuasia 10




JAOKyMeHTAIusl JIOKyMEHTHpOBaHHE TPYAOBBIX MpaBooTHOImEHHH. CocTaB U  0COOEHHOCTH O(GOPMIICHHS OK 10
JOKYMEHTOB 10 JIMYHOMY COCTaBY. V2,V4,V5,
KowmrmnekroBanue audHOTO naena. ABroomorpadus. Pesrome. 3asBiieHHe O NpreMe Ha padoTy. V8; 32, 34, 35,
[IpuKa3pl 110 IMYHOMY COCTABY. 38
B ToM yunc/ie NpaKTHYeCKUX 3aHSTHIA:
IIpakTuuyeckoe 3ansitue Ne2. OdopmieHne MPUKa3oB MO JIMIHOMY COCTABY.
IIpakTnueckoe 3ansaTue Ne3. OdhopmieHue crpaBok, T0KIaIHOMN U Ci1ykeOHOH 3aIIUCKH, aKTa.
IpakTuueckoe 3ansaTue Ned. OdopmileHHE TPYJOBOTO JIOTOBOPA, MPHKa3a O MPHEMe Ha padoTy,
ohopMIIEHHE TPYJIOBOI KHUKKH.
Tema 2.3 Conep:xaHue yueOHOro MaTepuaja OK 01-05,
JloroBopHo- OK 09, OK 10
[TonsiTusa noroBopa. Bubl 10roBopoB.
npaBoBast V1-VY5, Ve, V7,
[IpaBuna odopmieHus: npeTeH3nOHHBIX nuceM. DopMynsap MCKOBOTO 3asBiIEHUS, TPeOOBaHUS K
JOKYMEHTALMSA 31-37
ero o(hOpMIICHHIO
B TOM 4mciie IpaKTHYECKUX 3aHSTHIA:
IpakTHyeckoe 3ansaTHe NeS. OdopmiieHHE T0TOBOPA KYIUIU-TIPOAAKH
Paznen 3. PerucTtpanusi M opraHu3anusi XpaHeHUsi JOKYyMeHTOB
Tema 3.1 Coaepikanue yueOHOro MaTepuajia OK 01, OK 02,
ITonsiTHe OK 04, OK 05,

10




JAOKYMEHT0000poTa, OK 09, OK 10,
perucrpauus K 1.1
JIOKYMEHTOB CocTaB u y4er 00beMa JOKYMEHT0000poTa mpeanpusaTuii. Opranmsanus paboThl ¢ BXOJAILEH, V1-V¥5,¥6, V7,
UCXOJSIIEN U BHYTPEHHEW TOKyMEHTaluen 5 V38, 31-38
ba3pl maHHBIX JUII XpaHeHHS JOKYyMEHTOB. PaboTta ¢ 3ampocamu. PaGoTa ¢ 35eKTpOHHBIMH
JTOKYMEHTaMHU.
Tema 3.2 Conep:xxanue yueOHOro Marepuaja 4 OK 01, OK 02,
Opranu3anusi OK 04, OK 05,
ONePaTHBHOTO u | HoMenknarypa nen. UHnuBuayansHble, CBOJHBIE, IPUMEPHBIE U THITOBBIE HOMEHKIIATYPHI JIEIT. 5 OK 09, OK 10,
APXHBHOIO [ToaroToBKa M MOPSIIOK IEpPeIauu e B apXUB. K 1.1
i 3aKkoHOATeIbHBIE aKThl U HOPMATHBHO-METOJUYECKHE JOKYMEHTHI 0 apXWBHOMY XPaHCHHUIO 5 Y1-¥5, 56, 47,
AOKYMEHTOB OKYMEHTOB. Vv8, 31-38
Bcero: 38
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3. YCJIOBUS PEAJIM3AIIAU TPOTPAMMBI YYEBHOM TUCIHUATLIIMHBI
3.1. TpeOoBaHMSI K MUHUMAJIbHOMY MaTepPHAJIbHO-TEXHHYECKOMY O0ecredeHHI0

Peanmmzanmss  yyeOHOM  AuCHUMIIMHBI  TpeOyer Hanuuusi ydeOHOoro kaOuHeTa
JOKYMEHTAI[MOHHOTO O0eCIieueHue yIpaBiIeHHUs.

[lepeyeHb OCHOBHOTO 000PYIOBaHUS, y4eOHO-HATIISHBIX TOCOOUH:
—  KOMIUJIEKT MeOeJH IS MPEero1aBaTels,
—  KOMIUJIEKT MeOeH sl 00yJaronuxcs Ha 25 0CcaI09HbIX MECT,
— JIOCKa ayIuTOpHAs,
— IKag KHUXKHBIH,
—  KOMITBIOTED,
— TIPOEKTOD,
— D3KpaH HACTCHHBIN.
[IporpamMmmHoe obecrieueHue:
— MicrosoftWindows 7 (mumensus Ne61046615, aBTOpH30BaHHBIM HOMEpP JIHIICH3MATA
91049631ZZE1410),
— MicrosoftOffice 2003 (muuensus Ne41764220, aBTOPM30BAaHHBIA HOMEp JIMIICH3HMATA
61748179ZZE0902),
PN KL 4851RATFQ Kaspersky WorkSpace Security Russian Edition. 250-499 User 1

year Educational Renewal License (JIutieusnonnoe cornarrenne Ne JJOA300419/1-1/175).
3.2. UudopmanuonHoe odecrieueHne o0ydeHust

Jlst peanuzaruu nporpamMmbl OMOIHOTEUHBIN (GOHT 00pa30BaTEIBLHOM OPTaHU3AIIMNA UMEET
nevaTHbIe W 3JICKTPOHHBIC 00pa30BaTelbHbICe W HH()OPMAITMOHHBIE PECYPChI, PEKOMEHIyeMbIe

JJIs UCITOJIb30BAaHUA B 06p330BaTeJ'IBHOM Imponecce.

OcHOBHBIE HCTOYHUKH
3.2.1. DJIeKTpPOHHBIE pecypChl

1.CnpaBoynas npaBoBasi cucrema «KoHcynbTanT mirocy: http:// www.consultant.ru

2. I'mapuii, E. B. JlokymeHTannonHoe oOecrieueHue ympaplieHus : yuyeOHoe mocobue / E.B.
I'maguii. — Mocksa : PUOP : UHOPA-M, 2020. — 249 c¢. — (Cpennee npodeccHoHaIbHOe
obpaszoBanue). — DOI: https://doi.org/10.12737/14202. - ISBN 978-5-369-01042-6. - Tekcr :
anekTpoHHbId. - URL: https://znanium.com/catalog/product/1065817

JlonoaHUTEIbHbIE HCTOYHUKHU
3.2.2. DNeKTPOHHBbIE pecypChl:
1. beikoBa, T. A. JloKkyMeHTallMOHHOE OOECIEYCHHUE YIpPAaBIEHUS (JIEIOMPOU3BOJCTBO) :

yuebHoe mocobue / T.A. breikoa, T.B. Ky3nemnona, JI.B. Cankuna ; mox o6m. pen. T.B.

12


http://www.consultant.ru/

KysnenoBoil. — 2-e uzn., nepepad. u gon. — Mocksa : UHOPA-M, 2021. — 304 c. + Hdom.
Matepuansl [DnekTpoHHbid pecypc]. — (Cpemnee nmpodeccuonansHoe odpazoBanue). - ISBN
978-5-16-013913-5. - Texcr : AIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1141796
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4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUS YUEBHOM

JUCHUILINHBI

KoHTponb M omeHKa pe3yabTaTOB OCBOCHUS YYEOHOW IWCIMILINHBI OCYIIECTBIISCTCS
MPEIO/IaBaTEIEM B MPOLIECCE NPOBEACHUS MPAKTUYECKUX 3aHATUIA, TECTUPOBAHUSA, IOJATOTOBKU U

OLIEHKHU peepaToB.

OneHka kadecTBa OCBOEHHUs Y4eOHOM IpOrpaMMbl BKJIIOYAET TEKYIIMH KOHTPOJIb
YCIIEBAEMOCTH, ITIPOMEKYTOUHYIO aTTECTALMIO 110 UTOraM OCBOCHHMSI IUCLHUATLINHEI.
Texymuii KOHTPOJIb TPOBOJUTCA B (JOPME OLIEHKH MPAKTHUYECKHX padoT, TECTUPOBAHMUS,

MOJITOTOBKH U OLIEHKHU peepaToB.

[IpomexxyTounas arTectamus mpoBoauTCs B popme auddepeHIupoBaHHOTO 3a4eTa B 3

ceMecTpe.

Pes3ynomamut 00yuenusn

Kpumepuu ouenxu

Dopmbl u memoowvl

KOHmpOoJia U OUEHKU

3HaTh:

31. IlousTus, neiu, 3agaun U
MIPUHIIMITBI JISTIOTTPOU3BOICTRA.
32. OCHOBHBbIE OHSTHUSA
JOKYMEHTAIMOHHOTO
obecrieueHus yrpaBJICHHS.

33. Knaccudukanmro
JOKYMEHTOB.

34. TpeboBaHMs K COCTABICHUIO
1 0(hOPMIICHHIO JOKYMEHTOB
35. Opranu3zaruto
JOKYMEHTO00opoTa.

36. [Ipuem, 06paboOTKy,
perucTpaluio, KOHTPOJIb,
XpaHEHHUE IOKYMEHTOB.

37. HomeHknaTypy Aeil.

38. Kimaccudukanmro
MEPBUYHBIX JOKYMEHTOB.

OK 01, OK 02, OK 04, OK 05,
OK 09, OK 10, IIK 1.1.

Ha omieHKy «OTIUYIHOY
JEMOHCTPHUPYET B MOJHOM 00beMe
IIOJIYYCHHBIC 3HAHUA U YMCHUS T10
00paboTKe MEPBUYHBIX
OyXTalTepCKUX JOKYMEHTOB.

Ha onenky «xopomio»
JNEMOHCTPHUPYET MOJTy4YEHHBIE
3HAHHUS ¥ YMEHHUS 110 00paboTKe
MNEPBUYHBIX OYXTalNTepCKUX
JOKYMEHTOB C HE3HAUUTEIbHBIMU
HETOYHOCTSMHU.

Ha onieHKy «yIOBJIETBOPHUTEIILHOY
JIEMOHCTPUPYET TOJTy4YCHHBIC
3HAHUS U YMEHHS 110 00paboTKe
NEPBUYHBIX OYXTaJITEPCKUX
JOKYMEHTOB C OIIMOKAMH.

Ha onenky
«HEYIOBIETBOPUTEILHO» HE
JNEMOHCTPUPYET MOIyUYCHHBIE
3HAHMSI U YMEHUS 110 00paboTKe
MEPBUYHBIX OYXTalNTePCKUX
JTOKYMEHTOB.

Tekymmii KOHTPOJIb:

DKcnepTHas OIICHKA
MPaKTHYECKUX  padoT,
TECTUPOBAHUS, OIEHKH
pedepaTos.
IIpomeskyTouHas
aTrecTamus:
OKcnepTHas OllEHKa
pu caayue
nuddepeHInpOBaHHOTO
3ayeTa.

YMerTh:

V1. OdhopmisaTe JOKYMEHTALIHUIO
B COOTBETCTBUU C HOPMATUBHOMN
0a30ii, ¢ UCTIOTH30BAHHEM

MH(OPMAIIMOHHBIX TEXHOJIOTHH.

V2. OcBanBaTh TEXHOJOTHUIO

Ha orneHKy «OTIHYHO»
JIEMOHCTPUPYET B MOJHOM 00BEMe
TIOJTyYCHHBIC 3HAHUS U YMEHHS IO
00paboTKe MEePBUYHBIX
OyXTanTepcKux JOKyMEHTOB.

Ha onenky «xopo1io»
JEMOHCTPUPYET MTOJIYyUYEHHBIE

Texkymmi KOHTPOIb:
DKcrnepTHast OlIEHKA
IPaKTUYEeCKUX  pador,
TECTUPOBAHUs, OLIEHKHU
pedeparos.
IIpome:xyTouHast
arrecraums:
OKcnepTHasi OLIEHKa
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ABTOMAaTU3UPOBAHHOMU
00pabOTKH JOKYMEHTOB.

V3. OcyiecTBiIsATh XpaHEHUE,
MOWCK JJOKYMEHTOB.

V4. Ucnonb30BaTh
TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTUH B 3JICKTPOHHOM
JIOKYMEHTOO00O0POTE.

¥5. Ucnonb3oBats
YHUPHUIIUPOBAHHBIE (POPMBI
JOKYMEHTOB.

V6. Ucnonb3oBaTh
YHUQPUIIUPOBAHHBIE (POPMBI
JOKYMEHTOB.

V7. OCcymecTBIsATh XpaHEHHUE U

IIOMCK JOKYMCHTOB.

V¥ 8.00pabaTsiBaTh NepBUYHbBIE
OyXrajnTepcKue TOKYMEHTHI.

OK 01, OK 02, OK 04, OK 05,
OK 09, OK 10, IIK I.1.

3HaHUS ¥ YMEHUS 10 00paboTKe
NEPBUYHBIX OYXTaJITEPCKUX
JOKYMEHTOB C HE3HAUUTEIbHBIMU
HETOYHOCTSIMH.

Ha onieHKy «yI1oBI€TBOPUTEIEHOY
JEMOHCTPUPYET TOJTyIEeHHBIC
3HAHMSI U YMEHUS 110 00paboTKe
NEPBUYHBIX OYXTaJITEPCKUX
JIOKYMEHTOB C OITHOKAMH.

Ha onenky
«HEYJOBIIETBOPUTEIHHO» HE
JIEMOHCTPUPYET TOJTyIeHHBIC
3HAHMSI U YMEHUS 110 00paboTKe
NEPBUYHBIX OYXTaITEPCKUX
JOKYMEHTOB.

npu c1ave
Qg QepeHIPOBAHHOTO
3a4era.
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