OIL0S JOKYMEHTAIIMOHHOE OBECIIEYHEHUE YIIPABJIEHUA

Mecro yueOHON! JUCIUIUINHBL B CTPYKTYPE HPOTPAMMBI IIOIOTOBKH CIICIIUAIICTOB
CpeJIHeTo 3BeHa:

YuebOHasg aucimIuiiHa JOKyMEHTAITMOHHOE 00eCIICYCHHE YIIPAaBICHU BXOIUT B
1podeccHOHAILHBIA UK U SBISETCS 00MepodecCHOHATLHOH.

Heub M3ydeHUs JUCITUILIMHBI - O3HAKOMIICHHE YUAIUXCs ¢ OpraHu3alye i
COBPEMEHHOTO JISIOIPOU3BO/ICTBA, CUCTEMBbI JJIOKYMEHTAIIUKH, OCHOBHBIE HOPMbI H
TIpaBUIA TI0 UX COCTABIEHHIO B COOTBETCTBHUU ¢ TPeOOBAHISIMU JeHCTBYIOITIX
3aKOHO/IATENFHBIX U APYTUX HOPMATHBHBIX aKTOB.

3a/1auM W3YYCHUS JUCTIUILIAHDL:

- JaTh TeopeTHUeCKHe 3HAHMS B 00IIaCTH JOKYMEHTHUPOBAHUS YIIPaBIEHIECKOH
NS TENBHOCTH,

- copMHUPOBATH IIPAKTHUECKHAE HABBIKM COCTARIEHMS U 0(OpMITEHISI OCHOBHBIX
BUJIOB OPraHU3AITUOHHLIX, PACHOPAUTEILHBIX U HHPOPMAITHOHHO-CIIPABOYHBIX
JOKYMEHTOB;

- cOpMHUPOBATh MPAKTHIESCKHE HABLIKK COCTARIEHUS TEKCTOR JJIOKYMEHTOR B
COOTBETCTBHU C COBPEMEHHBIMH TPEOOBAHMSAMU K SI3bIKY U CTHIIO CITYKCOHBIX
JOKYMEHTOB

B pesympTaTe 0CBOSHMSI TUCITUILTAHBI 0OYUatONMICs TOKeH:

YMeThb:

-0OPMIIITH JOKYMEHTAIMIO B COOTBETCTBUH ¢ HOPMATUBHOH 6a30#, UCIOIL3Y S
UH(pOPMAITHOHHBIE TEXHOIOTHH,

-OCYIIECTRIBITH aBTOMATH3AIMIO 00pabOTKH JOKYMEHTOB;

-YHU(HUITUPOBATH CUCTEMBL JOKYMCHTAITNH,

-OCYIIECTRIIATh XPAHCHUE U TIOUCK JOKYMEHTOB,

- OCYINIECTRIBITh aBTOMATH3AITHIO 00pabOTKH JIOKYMEHTOR;

- UCIIOJIL30BATh TEICKOMMY HUKAITUOHHBIC TEXHOJIOTHH B 3JICKTPOHHOM
JTOKYMeHToo00poTe.

-JIOKYMECHTHPOBATH YIIPaBIICHUCCKUE JeHCTBUS 110 pazpaboTKe, IPUHATHIO U
BBIIOJHECHUIO YIIPABICHUCCKHUX PEIICHUHA B COOTBETCTBHU C JACHCTBYIONIUM
3aKOHOIATETECTROM,

-COCTaBJBITh U OPOPMILITH OCHOBHBIC BH/IbI OPTaHU3AIIMOHHBIX, PACIIOPSIUTEIBHBIX U
HH(POPMAITHOHHO-CIIPABOYHBIX JIOKYMEHTOR;

-COCTaRIMITh CITy;KeOHBIe ITUChMa, B TOM UHCIIE KOMMEPUECKHe, TI0 OCHOBHBIM
BOIIpOcaM Npo(ecCHOHAILHON JeATSILHOCTH CIEIUAINCTA JaHHOTO TIPODOUIILS,
-COCTaBJATh TEKCThI JJOKYMEHTOB B COOTBETCTBHU ¢ COBPEMEHHBIMHU TPeOOBAHUAMHU
K SI3BIKY M CTHIIO CITYKeOHBIX IOKYMEHTOB;

-paboTaTh ¢ yIIpaBIcHUYECKOH JJOKYMEHTalMe KaK OTBETCTBEHHBIA HUCIIOIHUTEIb,
coOIIoiasi HopMaTUBHBIC TPEOOBAHUS 110 BOIIPOCAM CBOCBPEMEHHOIO M KAYECTBEHHOIO
WCTIOTHEHUS JIOKYMEHTOB,

-IpaBUJILHO OPIaHU30BaTh U BECTH PadoTy ¢ JOKYMEHTaMU KOHPUICHITMAILHOTO
xapakrepa, odeclieurBas COXPaHHOCTE KOMMEPUECKOH TaiHbI OpraHu3alliy,

-KpaTKo M YeTKO GPopMyITHPOBATE 3aTONOBKH (POPMUPYEMEIX B CTPYKTYPHOM



HOJAPa3CIICHUH IS B COOTBETCTBUH ¢ COJIEPKalieM BXOIIUX B /IO JOKYMEHTOB,
-IIPaBWILHO UHACKCHUPOBATL (DOPMHUPYEMBIE JIe]Ia B COOTBETCTBUU ¢ IIPUILITON B
OpTaHM3aITH KITaccu(pUKaruei CTpyKTYPHBIX TToTpas e TeHAH;

-~OPraHu30BaTh TEKYIIEe XpaHEeHUe CIIYKeOHbIX JOKYMEHTOB ¢ cOOIIOACHUCM
TpeboBaHUi JSHCTBYIONIEIO apXUBHOTO 3aKOHOAATSIILCTBA, COCTABIEITE JC/IOBLIC
MHACEMA ¢ YIeTOM CHTYAITHi 1 COBpeMeHHBIX TpeGOBaHMI K JISTTOBOH Mepericke

3HATH:

- TIOHSITHE, TIeJIH, 3a/1a9H W TIPUHITAITH IETOPOU3BO;ICTRA;

-OCHOBHEIE TIOHSITHS JOKYMEHTAITMOHHOTO o0ecTieueHNs YIpaBIeHHS,

~CHCTEMDBI JIOKYMEHTAITMOHHOTO 00eCIICUSHMS YIIPABIICHUS,

- KaccU(pUKAITHIO TOKYMEHTOR;

- TpebOBaHMs K COCTABICHUIO U OPOPMIICHHUIO JOKYMEHTOR;

- OpTaHM3alIIO JOKYMEHTO000pOoTa: IIpueM, 00paboTKy, pETHCTPaITHIO, KOHTPOIb,
XpaHeHWe JTOKYMEHTOB, HOMEHKIIATypy JeT

-MaTepHaIkl TI0 BOTIpOcaM JIOKYMEHTHPOBaHHS yIIpaBlIeHdeckoit HHpopManum 1
Opranu3anu padoThl ¢ JOKYMEHTAMU,

-cOCTaB W  BHUJBl  OCHOBHBEIX  CIHyKeOHBIX  JOKYMEHTOB, BXOJAMHUX B
YHADHUIMPOBAHHBIE CUCTEMBI YIIPABICHISCKOH JTOKYMECHTAIIUM,

-OCHOBHBIE TpeGoBaHWS, TMpeAbIBIIeMble K COCTaRleHHIO M O(QOpMISHHIO
cITy’keOHBIX JIOKYMEHTOR, TTOPS/IOK TIPHUIaHUS JOKYMEHTaM IOPHTHIeCKOM CHITE,
-CTPYKTYPHBIC HACTH TCKCTOB OCHOBHBIX YIIPABICHICCKUX JOKYMEHTOB;,
-0COOSHHOCTH SI3BIKa M CTHIISA CIYKeOHBIX TOKYMEHTOB, TpeOOBaHMS K TeKCTaM
KOMMEPUCCKHX ITUCEM,

-OCHOBHBIE TIPOTTETYPH TEXHOIOTHUECKOTO TIpoTiecca 00paboTKH yIIpaBIeHIeCKUX
TOKYMEHTOR: 3Tallbl IBIGKEHUS TOKYMEHTOR (JIOKYMEHTOOO0POT), TIOPSIOK
PETUCTPAIIMH JOKYMEHTOB M BEICHM KOHTPOJI 38 UX UCIIOIIHCHUCM,

~0cOOSHHOCTH PAbOTHL ¢ JIOKYMEHTAMHU, COASPKAIUMH KOMMEPUECKYIO TalHy;
-popMy U cojiepkaHre HOMEHKIIATYPHI /e CTPYKTYPHOTO TIo ipasieTeHIs
OpraHu3aIuy,

-ipaBuiIa GOPMHUPOBAHNS JOKYMEHTOR B JIefa, OMMCaHNe e 1 IOJTOTOBKH HX K
cjlaue B apXuB;

-TIOPSITOK TIepeiati TIOKYMEHTOB Ha apXUBHOE XpaHeHHe,

-IOPSIOK BHUICIICHIS JIOKYMEHTOB K YHUYTOKCHHIO,

-BUJIbl  OTBETCTBEHHOCTH, IPSAYCMOTPSHHOW 3a HapylleHue AeHCTBYIOIIETO
3aKOHOATeTRCTRA TI0 aPXUBHOMY JIEIY,

-COCTaBIIATE JISJIOBHIE TIHMCHMa IO Pa3TATHBIM CHUTYAITHSIM, ¢ YIeTOM BpeMeHHBIX
TpedoBaHu.
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