OTAEN

HEMNPEPbLIBHOIO
NMPOPECCMOHA/ILHOIO
OBbPA30BAHUA

YUYEBHBIN IVIAH U KAJIEHJIAPHBIA YYEBHBINA T'PA®UK

JAOINOJTHUTEIbHON NMPodecCHOHAIBHON NMPOrpaMMbl MOBbINIEHUST KBAJINPUKATTAT

«/lesonpousBoacreo. Opranu3anus J0KyMEeHTHPOBAHHUSA

yﬂpaBJIeH‘lCCKOﬁ ACATEJIBHOCTH B OpraHu3anumn»

JlononHutenbHas npodeccuonanbHas nporpamma «Jlemomnpounssoactso. Opranuzanus
JOKYMEHTUPOBAHUSI  YIPaBICHYECKON JEeATEeIbHOCTH B opranuzauum» (mamee — JIIII)
pa3paboTaHa B cooTBeTCTBUU ¢ TpeOoBaHusMu [Ipukas Muntpyaa Poccun ot 10.05.2017 N 4161
"O6 yrtBepkaeHHM mpodeccroHanbHOTO craHiapra "CoeuuamucT 0 YIPaBICHUIO
nokyMmeHTanueit oprannzanun” (3apeructpupoano B Muntocte Poccun 31.05.2017 N 46898).

Cocmasumenu JI1I1 nogvluenus keanugukayuu CUeHAINCT 0 y4eOHO-METOANMYECKON
pabote I kareropuu otnena HenpepbIBHOTO npodeccuonanbroro oopaszosanus [ TIHTE CO PAH
A. M. berumiena.

Lenv oceoenusn JIIII nogviuenus keanuguxayuu HapaBiIeHa Ha COBEPIICHCTBOBAHUE
KOMIIETEHIIMH, HEOOXOAUMBIX sl oOOecHeueHus JIOKYMEHTHPOBAHMS  yIpaBIEHUECKOMN
JESITEIbHOCTH B OpraHU3alllK, B TOM YHCJIE C UCIOIb30BaHUEM COBPEMEHHBIX HH(POPMAIIMOHHBIX
TEXHOJIOTHUM.

@opma oOyuenus: 3a04yHas C TPUMEHEHHEM JHUCTAHIMOHHBIX O0pa30BaTEIbHBIX
TEXHOJIOTHIA.

Obwas mpyooemxocms npozpammsl — 24 ax. yacos (cM. mabauyy 1).

Cpok obyuenus: 5-10 nueit

Peowcum 3anamuii: 4—8 akaeMU4ecKrX 4acoB B JICHb.

dopma umozosoti ammecmayuu: 3a4eT (TECTUPOBAHUE)

Ta6muma 1
KonrakrtHast | CamocrosiTe
Dopmsbl
No HanmenoBanue tem Bcero vacos paborta JIbHAs
aTTecTalu
pabota
JlokyMeHTallMOHHOEe  oDecreueHne Hpomexyrousas
1. M 14 - 14 aTTecTalus HE
yIpaBJICHUS
peyCMOTpeHa
[IpomexxyTounas
2. | DIEKTPOHHBIN JOKYyMEHTOO00POT 4 - 4 aTTecTalys He
peyCMOTpeHa




IIpomexyTounas
3. | XpaHeHre 1 HOMEHKIATypa e 4 - 4 aTTecTauus He
OpeAyCMOTpEeHA
4. | Urorosas arrecranus 2 - 2 3auer
Htoro 24 - 24

I[eTaJ'II/IEBI/IpOBaHHOC CoacpKaHue

JAOTOJTHUTEIbHON MPodecCHOHAIBHON NMPOrpaMMbl NMOBBLIIIEHUSA KBAJTU(PUKALMA

Tema 1. JlokyMeHTALIMOHHOE O0ecliedeHne YIIPaBJIeHUS

CymHOCTh M  3HAU€HUE JIOKYMEHTALIMOHHOIO  OOeCledyeHHs  yIpaBJICHUS U
Jenonpoun3BojicTBa. Tepmunsl 1 onpeneneHus. Kinaccudukamnus u BUAbl JOKyMeHTOB. OCHOBHBIE
TpeboBaHusi kK odopmieHuo AokyMeHToB OcHoBHble mnonoxenus ['OCTP 7.0.97-2016.
OpranuzaloOHHO-TIPABOBLIE JTOKYMEHTHI. PacmopsiautenbHble JOKyMeHThl. MHbopMalnoHHO-
CIIPaBOYHbBIE JOKYMEHTHI. JJOKyMeHTallMOHHOE 0OecrieueHrne KapoBoi paboThI

Tema 2 J1eKTPOHHBIH JOKYMEHT0000POT

Bunbl anextpoHHbIX T0KyMeHTOB. HedopmanuzoBanHble 1oOKyMeHThI. Dopmann30BaHHBIH
JOKYMEHT. BapuaHTbl 53IEKTPOHHOTO AO0KyMeHTOoOopoTa. OCHOBHbIE (DYHKIIUU CHUCTEMBI
ANIEKTPOHHOTIO  J0KyMeHTooOopoTa. IlpeumyriectBa 3JIEKTPOHHOTO  JIOKYMEHTOOOOpOTA.
Buenpenue cuctemsl 2JIEKTPOHHOTO JJOKYMEHTO000POT

Tema 3. XpaHeHue 1 HOMEHKJIATYypa aeja

Bunst Homenknatyp. TunoBas. Ilpumepnas. Koukpernas. Cxema NOCTpPOEHHS
HOMEHKIaTyphl nen. [lopsaok cocTaBieHrs KOHKPETHOM HOMEHKIAaTypbl. Cxema pa3paboTKu U
COTJIaCOBaHUS HOMEHKJIATYphl Jesl. AJTOPUTM COCTaBIEHMSI U BEIEHUS HOMEHKJIATYphl JEdl.
Wupexcel pen. DieMEHTHI 3arojloBKOB Jei. HedomycTuMo mnpu COCTaBIEHMM 3arojlOBKOB

HOMCHKIJIATYpPbI OCII. HpI/IMepHaﬂ CXEMa PACIIOJIOKCHUA 3arOJIOBKOB ICJI.



