Jucouniuza
(Momynb)

JoxkyMeHTAlIMOHHBI MEeHe:KMEHT

Conepxanue

OcHOBHbIE NPUHLUIBI JOKYMEHTUPOBAHUSI YIPABIECHUYECKOM NEesTeIbHOCTU. Buel
JOKYMEHTOB U UX Kiaccudukanusi CocraBieHre U 0(OpMIIEHHE OCHOBHBIX BHJIOB
MIPABJICHYECKUX JOKYMEHTOB. JIOKYMEHTHPOBAHHME TPYHOBBIX IPaBOOTHOLICHUI.
Perucrpanus noxymentoB. KoHTponb HcronHeHUs NOKyMeHTOB. CucTeMaTuzanus
®opMupoBaHue €.

JOKYMCHTOB. HOI[I‘ OTOBKa JOKYMCHTOB K A4ApXHWBHOMY

XpaHCHUIO.

Peanuzyembie
KOMIETSHIINN

OK-3 OIIK-2, OIIK-3, OIIK- 6, IIK-1, I1K-2, ITIK-5, TIK-10

Pesynbrar
OCBOCHHUS
JTUCITATUTAHBI

B pe3ynbTaTe OCBOCHUS AUCIUTUIMHBI 00YYArONIUICS TOJIKCH:
3HATH:

*OCHOBHBIE TTOHSTHS, HCTIONB3YEMBIE B ITporiecce HHPOPMAIIMOHHO-
JOKYMEHTAIIMOHHOTO O0eCTieueHUs yIPABICHHUS;

® BUJBI JOKYMEHTOB U MX KJIaCCU(UKAIIUIO;

*HCTOPUIO0 WH(POPMAITHOHHO-TOKYMEHTAIIMOHHOTO O00CCIICUCHUS YIIPABICHUS B
HaIlel cTpaHe U 3a pyoekoM;

*HOPMATHBHO-TIPABOBYIO H METOAMYECKYIO 0a3y, periaMeHTHPYIONIYIO
MH(OPMAITMOHHO-JOKYMEHTAIIMOHHOE 00ECIICUCHHE YIIPABIICHUS;
yMeTh:

*BBIOMPATH TEXHOJIOTHIO, TPOTPAMMHOE 00ecIieueHIe OpraHu3auu
WHPOPMAITMOHHO-TOKYMEHTAIIHIOHHOTO 00ECIIeYeHUs YIIPaBICHUS,

*pa3pabaThiBaTh HOPMATHUBHBIE JIOKYMEHTHI, PETJIAMEHTUPYIOIIUE TIPOIECCHI
OpTaHu3aluy JIOKYMEHTAIIHOHHOTO O0eCIeUeHNs YIIPaBICHUS;

*OpraHU30BBIBATH U MPOBOJUTH PAOOTY TIO OMEPATHBHOMY H JOJITOBPEMEHHOMY
XpaHEHUIO JIOKYMEHTOB JOKYMEHTAIIMOHHOTO O0ECIICUCHUS YIPaBJICHUS;

*COCTaBJIATH U OOPMIIATH JJOKYMEHTBI C IIOMOIIBI0 COBPEMEHHBIX
KOMITBIOTEPHBIX HH()OPMAIIMOHHBIX TEXHOJIOTHIA;

* paboTath B mporpamme Windows U ee MPUIIOKEHUAK, UCTIOIB3yEMBIX IS
peanu3anuy KOMIUIEKCHBIX 33724 OpraHu3alui HHPOPMAIMOHHO-
JOKYMEHTAIIMOHOTO 00eCTeYeHus! YIpaBJIeHHUs 1 HHOOPMAIIMOHHOTO MTOKCKA;

*OpUEHTUPOBATHCS B COBPEMEHHBIX aBTOMATH3UPOBAHHBIX CUCTEMax
OpraHu3anuy NHHOPMAIIMOHHO-TOKYMEHTAITMOHHOTO 00ECIICUCHNs YIIPABICHUS;

*HCIIOJIH30BAaTh B CBOCH TpodeccHoHABHOM e TeIbHOCTH 0a3bl JaHHBIX;
BJIA/IETh:

®  METOJWKOH MPOBEICHUS IKCIEPTU3BI IEHHOCTH IOKYMCHTOB;
*  cnoco0aMu KOMITBIOTEPHOTO JOKYMEHTUPOBAHUS;
*  TEXHOJOTHSMH OTIEPATHBHOIO U JIOJTOBPEMEHHOTO XPAHEHUS 3JICKTPOHHBIX

JOKYMEHTOB;

® TEXHOJOTHSIMH 00pPabOTKH JOKYMEHTHOU UH(POPMAIIHH.
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UHTEPAKTUBHOU
dhopme

®dopma
CaMOCTOSTEIILHOU
padoTHI
CTYZICHTOB

CamocrosiTenbHasl MOATOTOBKA K TEeMaM MPAKTUYECKUX 3aHATHH;  MOATOTOBKA
JOKJIaZIOB, pedepaToB, CaMOCTOSITEIFHOE PElIeHNe CUTYAITMOHHBIX 33/1a4, MOI00p U
W3y4eHHE JIMTEePaTypHBIX HMCTOYHHKOB, padoTa C MEPHOJUYECKON TMedarsio, ,
oopMmIleHUE MYJNBTUMEAMWHBIX TPE3CHTAIMH YYeOHBIX pa3JeioB M  TEM,
CITaliJIOBOTO COMTPOBOXKICHHSI JOKJIAZIOB. U T. 1., .
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