AHHOTALIUA
AUCHUILIHHBI «OCHOBBI 1€JI0NPOU3BOACTBA U IOKYMEHT0000pOTa»

O0bem TpyaoeMKocTH: 4 3auemnvlie eounuyvl (144 uacos, usz nux — 48 wuacos
ayoumopHou Haspy3Ku: 1ekyuoHuwix 14 u., nabopamopuwvix 16 u., npaxmuveckux 18 u.; 63 uaca
camocmosmenvhol pabomet, 6 uac. KCP; 27 uacoe konmpoav).

Henap AuCOMIUIMHBI. TpUOOpETEHHE CTYIACHTAMHM TEOPETHYECKHUX 3HAHUU B 00JacTu
JIOKYMEHTAI[MOHHOTO OOeCTeueHus 00pa3oBaHMs, O3HAKOMIIGHHE C BHUJAMH JIOKYMEHTOB,
UCIIOJIb3YEMBIMU B JIESTEIILHOCTH 00Pa30BaTEIbHBIX OPTaHU3alNN, TOTyYEeHUE MPAKTUUECKUX
HABBIKOB 110 CO3/IaHUI0 U 00pabOTKEe ITHX JOKYMEHTOB.

3agayu AUCHMILINHBI:

1. V3yueHue OCHOBHBIX IIOJIOKCHHM W  CTAaHAApTOB IO  JIOKYMEHTUPOBAHUIO

yIpaBICHYECKON AESITETbHOCTH.
O3HaKOMJICHHE C COBPEMEHHBIMH CITIOCOOAMH ¥ TEXHUKOUW CO3JJaHMsI IOKYMEHTOB.

3. BrIpaGoTka mMpakTUYECKOTO HaBbIKA B pa3pabOTKE OCHOBHBIX CIYXKEOHBIX JOKYMEHTOB,
periiaMeHTHPYIOMIIX 00pa30BaTeIbHYIO ICITEIbHOCTb.

4. OBnaseHue TmpueMaMHd W HaBbIKaMH pabOThl C  PA3IUYHBIMU  JIOKYMEHTAMU,
paIMOHATILHOM OpraHU3aIuH IOKYMEHTOO000pOTa B 00pa30BaTEIbHON OpraHU3AIIHH.
Mecto mucuuniauabl B cTtpykrype OOII BO:

Hucuummaa «OCHOBBI  JICTIONPOW3BOJICTBA M JIOKYMEHTOOOOPOTa» OTHOCUTCS K
BapHaTUBHOW YacTH y4eOHOTO IJIaHa.

Copepxanue TaHHOW AUCUUIUIMHBI TECHO CBA3aHO C IICUXOJOTO-TeNarorniyecKuMu
JTUCHHUIIIIMHAMYA Y4€OHOTO TIJIaHa.

TpeGoBaHus K yPOBHIO OCBOEHHS TUCHUTLINHBI

[Ipouecc wW3y4eHHWs] JAUCHUIUIMHBI HAINpPaBJICH HAa (OPMHUPOBAHUE  CICIYIOIIMX
komnerennuii: OK-7, OINK-2.

N

Ne WNHupekc Conepxanue B pesynbrare nzyuenust yueOHON AMCLIUTIINHBI
- ;I KOMIICT KOMIICTCHII N (I/IJ'II/I 06y11a101111/1ec;1 JOJIZKHBI
" | eHumm e€ yacTn) 3HATH yMeTh BJIa/IeTh
1. OK-7 CIIOCOOHOCTDH - TEPMUHOJIOTHIO B - IPUMEHATH Ha - 3aKOHOJATEIbHBIMU
HCIIOTB30BATH obnactu NPaKTHKE Y HOPMaTHUBHO-
6a30BbIE PABOBbIE JeTONPOU3BOJICTBA; roCy/IapCTBEHHbIE METOIUYECKHUMHU
- HOPMATHBHO- CTaHIAPTHI, IPYTUe MaTepHanamu 1o
SHaHW3 B paBHI/I‘lHHX METOAUYCCKOC HOPMAaTHUBHBIC U Opranu3anuun
chepax AesTenbHOCTH PETYIHPOBAHKE METOINYECKHE JIENOIIPOU3BOICTBA;
JIeJIONPOU3BOJICTBA; JIOKYMEHTBI, - KIaccudukarmei,
- IpaBUIIa periaMeHTHPYIOLIME | TUIM3ALHUeH,
MOJrOTOBKU U OpraHU3aIUIo COCTaBOM
odopmiteHns JIeTIONPON3BOJICTBA; YHU(HUIHPOBAHHBIX
OTACJIIbHBIX BUJIO0B - COCTaBJIATH U CHCTEM
JIOKyMEHTOB; MPaBHJIBHO (B JIOKYMEHTAIIH;
- OpraHu3anroOHHbIC COOTBECTCTBHU C - OpFaHI/BaHI/IeI\/’I
(hopmbI paboTHI € JIeHCTBYIOIIUMU JIOKyMEHT0000poTa,
JOKYMCHTaMMU, HOpPMaTUBHBIMU XpaHCHUEM
- OpraHM3aIHIo JIOKyMEHTaMH) JIOKyMEHTa U
JIOKyMEHTO000pOTa; 0hOpPMIIATH OCHOBaMH apXHBHOTO
- TEXHOJIOTHIO OCHOBHBIE BHIbI XpaHeHHs
peopranusannu OpraHn3anuoOHHBIX, JOKYMCHTA,
JIOKyMEHTOB; PactopsIUTENIBHBIX U | - METOIaMH
- TEXHOJIOTHIO nHpopmManmoHHoO- palMoHaIM3aUH
OpraHM3aIn CIPaBOYHBIX JIeTIONPOMU3BO/ICTBA U
XpaHCHUA JOKYMEHTOB. BHCAPCHUA HOBBIX
JIOKYMEHTOB B HHPOPMALTMOHHBIX
JIEJIONPOU3BOJICTBE; TEXHOJIOTHH.
- 0COOCHHOCTH
JeTIOTIPOU3BOICTBA
Ha IPEINpPUATHSIX.




Ne WNHupekc Conepxanue B pesynbrare nzyuenusi yueOHON AUCIUTIIMHBI
I 1; KOMIIET | KOMIIETCHIMH (WJIH 00yJaronuecs JOJKHBI
| e”HOUH e€ yacTn) 3HAThH YMeThb BJIa/1€Th
2. OIIK-2 | cnocoOHOCTB - TEPMUHOJIOTHUIO B - IPUMEHSTH Ha - 3aKOHOJATEIbHBIMH
OCYIIECTBIIATH obiacti MIpaKTUKE 1 HOPMaTUBHO-
06yquHe JACJIONPOU3BOACTBA, rocy1apCTBCHHbLIC METOAUYCCKHUMHU
’ - HOpMaTUBHO- CTaHAApTHI, APYyTUe MaTrepuagamu 1o
BOCIIUTaHHUC 1 METOAUYCCKOC HOpPMAaTUBHBIC U Opranuzanuun
pa3BHUTHE C yIETOM PETYIIMPOBAHKE METOIMYCCKIe JIEJIONIPOM3BOICTBA;
COMalIbHbIX, JEJIONPON3BOICTBA, JOKYMEHTBI, - Knaccn(bnxauneﬁ,
BO3PAacCTHBIX, - IpaBHIIA perjaMeHTHpyIoIKe | TUIM3aLUei,
HCHXO(ngl/IOHOqueCK IIOATOTOBKHU U OpraHu3alnuro COCTaBOM
VX M MHIUBULyalbHbIX odopmieHns JIEIIOTIPON3BOICTBA; YHHPHUINPOBAHHBIX
o OTACJIbHBIX BUJIOB - COCTaBJIATh U CUCTEM
O0COOCHHOCTEH, B TOM . )
JIOKyMEHTOB; TIPaBUIBHO (B JIOKyMEHTaLIUU;
quCIIe OCO6LIX - OpraHn3alfuOHHBIC COOTBETCTBUU C - OpFaHH3aHHeﬁ
00pa3oBaTe/bHBIX (bopMBI paboTEHI C JEeHCTBYIOINMHI JIOKyMEHTOO00pOTA,
HOTpe6HOCTeI71 JOKYMCHTaMMU; HOpPMaTUBHBIMU XpaHCHHUEM
00yYaroIuXCs - OpraHu3aLNI0 JTOKYMEHTaMH ) JIOKyMEHTa U
JIOKYMEHTO0000POTAa; 0pOpPMIIATH OCHOBAaMHM apXUBHOTO
- TEXHOJIOTHIO OCHOBHBIC BU/IbI XpaHCHUA
peoprann3anmuu OpraHn3anMOHHBIX, JAOKYMCHTA,
JOKYMCHTOB; pacnopsauTCIbHBIX U - MCTOdaMH
- TEXHOJIOTHIO I/IH(I)OpMaL[I/IOHHO' panruoHaJIN3alnn
OpraHu3anuun CITPaBOYHBIX JCJIONPOU3BOACTBA U
XpaHCHUA JAOKYMCHTOB. BHCAPCHUSA HOBBIX
JIOKYMEHTOB B nH(pOpMaLMOHHBIX
ACJIOIPOU3BOACTBE; TEXHOJIOTHH.
- 0COOCHHOCTH
JACJIOIIPOU3BOACTBA
Ha NPEATPUATUIX.
OcHoBHBIE pa3esibl AUCHHUILJINHBI:
Ne KonnuectBo yacon
N AynuropHas Breaynuropnas
pasn HaumenoBanue pasznenon
ol Bcero pabota pabota
JI 113 JIP CPC
1 2 3 4 5 6 7
OCHOBHBIE TIOJIOKEHHS TI0
1. |opraHuszanuu AeI0Nnpou3BOICTBA 16 2 2 2 10
Ha PEANPUITHA
OcHOBHBIE TPEeOOBaHUS K
0hOpMIICHHUIO aBIICHYECKHUX
2, |otop yip 20 | 2 | 4 | 4 10
(opranuzanuoHHO-
PacOpSIIUTENbHBIX ) TOKYMEHTOB
OCHOBHBIE TOKYMEHTHI
3. Y 24 4 4 4 12
00pazoBaHMs
4.  |CoBpeMEHHOE JeJ0BOE MMHCHMO 16 2 2 2 10
OCHOBHBIE IPUHITUIIBI PAOOTHI C
5, PHHIHIBL 18 2 2 2 12
JTIOKYMEHTaMHU
CucreMaruzanus 1 XpaHeHHe
6. P 17 2 4 2 9
JIOKYMEHTOB
7. |KCP 6
8.  |Kontpoin 27
Hmoeo no oucyuniune: 144 14 18 16 63




KypcoBble paboTsl: He npedycmompenbi.
dopMa NpoBeeHUs ATTECTAIUM N0 TUCHUILTHHE: YK3AMEH.
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