Hucuunnuna

Texnmca, O(I)I/IC U 1eJIONMPOU3BOJACTBO COBPEMECHHOI'0 MEHEIKMEHTA

(Momynb)
Conepxanne Hcxonunbie TIOHSATHUS JIEJIONPOU3BOICTBA. Drarbl pa3BUTHSA
JIenonpon3BoacTBa.  JIOKyMEHT B yHPaBICHUYECKOW  IESATEIbHOCTH
OpraHu3aLuu. JIOKyMEHTUpOBaHHUE  YNPABIEHYECKOW  JESATEIBbHOCTH
(moxroroBka u 0GOPMIICHHE OCHOBHBIX JOKYMEHTOB). J[OKyMEHTHpOBaHHE
TPYIOBBIX NPaBOOTHOIICHHUH. TexHomorust paboThl € JOKYMEHTaMH.
Opranm3anuonHas TexHuka. OQuc Kak IeMEHT TEXHUYECKOTO 00ecreueHus
YIPaBJICHUS OpraHU3aLMEH.
Peanuzyemsbie OK-3, OK-4, OK-5, OIIK-1, OIIK-2, OIIK-3, OIIK-4, OIIK--5, OIIK-7
KOMIIETEHIINHU [IK-10
PesynbTar B pesynbpTaTe 0CBOSHUS TUCITUIUIMHBI O0YJarOIIHACS TOJKEH:
OCBOCHHS
JICTIUILTUHBI 3HaTh:
®  OCHOBHBIE IOHSTHS, UCIIOIb3YEMbIE B COBPEMEHHOM JIENTOTIPOU3BO/ICTBE;
e OCHOBBI [IENIOBOTO OOIIEHWS: ITyONWYHBIX BBICTYIDICHHHA, MEPETOBOPOB,
TIPOBECHUSI COBEIIAHNH, IEIOBYIO MEPETHCKY, HIEKTPOHHBIE KOMMYHHUKAIIATL;
® YTO TOHWMACTCS TOJ NBIXKEHHEM KaJpoB Ha TPEANPUSTHU M O TpaBHIIAX
BEIICHUSI KaJpOBOH JOKYMEHTAILHY;
®  TEXHOJOTHUIO PabOTHI C TOKYMEHTAMH;
®  Pa3sHOBUIHOCTH OPraHU3alIOHHOM TEXHUKHU HCIOIB3YyeMOW B COBPEMEHHOM
oduce;
Ymerb:
®  MPaBWJIBHO M IPaMOTHO O(OPMIIATH JOKYMEHTH;
® palMOHAIGHO  OpPraHW30BaTh  JICJIONPOM3BOJACTBEHHBI  Mpouecc  JUis
TIOBBIILICHUS MTPOU3BOAMUTENEHOCTH TPYyZa, COKpAIIEHHUE 3aTpar, CBS3aHHBIX C
(hyHKIIMOHHPOBAHUEM aIlliapara yIpaBIeHIS;
e Opranm3oBaTh paboOTy C JOKYMEHTAMH B COOTBETCTBMH C TpPEeOOBaHMAMHU
JEWCTBYIOIINX 3aKOHOIATENBHBIX M JPYTUX HOPMATHBHBIX aKTHBOB;
Bnaners:
e BIQETh MPABWIAMH OSKCIUTyaTaIllil TEXHHYECKHX CPEICTB M CIOCOOHOCTHIO
WCIIONIB30BaTh TEXHUYECKHE CpEICTBa B JIOKYMEHTAIMOHHOM OOECTIeueHHH
YIIPABJICHUSI U apXUBHOM JIEIIE;
e BJIAJCTh  HABBIKAMU  WCIOJB30BAHMS  KOMIBIOTEPHOH  TEXHUKH U
WH(OPMAIIMOHHBIX TEXHOJIOTMH B IIOMCKE WCTOYHMKOB U JIUTEPATypEHI,
WICTIOJTb30BAaHMH TIPABOBBIX 0a3 JAHHBIX, COCTABICHUN OMOIHorpadudeckux u
apXWBHBIX 0030POB;
® CINOCOOHOCTBIO ~ COBEPIUCHCTBOBATh  TEXHOJOTMM  JIOKYMEHTAlMOHHOTO
olecrieueHusl ynpasJeHHs U apxXUBHOTO Jiefia Ha 0a3e MCITOJIb30BaHMs CPENICTB
ABTOMaTH3AITUH.
TpynoemMKkocTs ,
3.€. 5 3ET (180 u)
O0wem 3anstuii, | Beero Jlexumii | [Ipaktuueckux | JlaGoparopubix | CamocTosTenbHas
JacoB (cemuHApCKUX) | 3aHATHI pabora
3aHATUI
180 34 34 - 76
B toMm uncne B | 14 12 -
UHTEPAKTUBHOU
dhopme

®opma
CaMOCTOSTCILHOU
paboThI
CTYJICHTOB

CamocrosiTenbHasi MOATOTOBKA K TeMaM MPAKTUYECKUX 3aHATHH;  MOITOTOBKA
JIOKJIaJIOB, peepaToB, CAMOCTOSITEILHOE PEIICHUE CUTYAIMOHHBIX 33134, MOI00p U
W3y4eHHE JIMTEePaTypHbIX HWCTOYHUKOB, paboTa C TMEePHUOJUYECKON IedaThio,
oopMIIeHUE MYJNBTUMEAMWHBIX TPE3CHTAIMH YYeOHBIX pa3JeioB M  TEM,




CJ'IafI,Z[OBOFO COIMPOBOXACHUA NJOKJIIAAOB U T.H.

Dopmbl
OTYETHOCTH (B
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Ox3ameH - 6 cemectp ( 36 gacos- 1 3ET)
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