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1. Iesin ocBoeHUs1 y4eOHOI JMCIUIITHHBI

Lenbro yuebHoOM qucuuIumHbl «/lokyMeHTanmonHoe o0ecrieueHre yrpaBiieHus B
opraHu3anusx cgepbl rOCTEIPUUMCTBA U OOIECTBEHHOTO MTUTAHUS SBISICTCS TOIyUCHHE
CTyZIeHTaMH 3HaHHH, YMEHUH U HABBIKOB, 00ECIIEYNBAIOIINX KBATH()UIIMPOBAHHYIO U
BBICOK09()(heKTHBHYIO MPO(HECCHOHATBHYIO ACATEIBHOCTD B Cepe OpraHu3alii COBPEMEHHOTO
JOKYMEHTAIIMOHHOTO 00eCTIeYeH NSl YIIPABICHUS TYPU3MOM Ha OCHOBE HAyYHO 0OOCHOBAHHBIX
IMPUHIMIIOB U METOJO0B €0 COBCPIICHCTBOBAHMA.

JlMCIUIIMHA IPEIoIaraeT pelieHue CIeAYIOMUX 3a1a4:

- c(OpPMHUPOBATH MPEJICTABICHUE O ITyOOKUX UCTOPUUECKUX KOPHSAX PA3BUTHS
JIeTIONPOU3BO/ICTBA,

- U3y4YUTh OCHOBBI JICTIONPON3BOJICTBA M 3HAYCHUS YIIPABICHYECKOM JOKYMEHTALUH B CHCTEMaX
YIIPaBJICHUS OpPraHN3aIHsIMY;

- IOJAYEPKHYTh POJIb CIYKO JOKYMEHTALIMOHHOTO 00ECTIEYEHHS! YIIPABIICHUS B COBPEMEHHOM
OpraHH3aLuy;

- U3Y4YUTb U OCBOUTH IIpaBHJia OPOPMIIEHUS PEKBU3UTOB JOKYMEHTOB;

- Cq)OpMHpOBaTI) HAaBBbIKH COCTABJICHUS OPraHU3alluMOHHO-PACIIOPAAUTCIIBHBIX JOKYMCHTOB I10
OCHOBHBIM HAaIPaBJICHUSM PaOOTHI aIMUHUCTPATUBHO-YIIPABICHYECKHUX CITYKO;

- UI3YUUTb U OCBOUTH OpraHHU3alIO pa6OTI)I C JOKYMCHTaMH, UX y4€Ta U XPaHCHUA

2. MecTto y4eOHoi nucuuniiuibl B crpykrype OII BO

VYuebnasa aucuuiuinHa "J[okyMeHTalMoOHHOEe 0OeclieueHUe yIpaBiIeHUsl B OpraHu3ausax
cdepbl FOCTENPUUMCTBA U OOLIECTBEHHOTO MUTAHUA" OTHOCUTCS K 010Ky 1 "lcuuIimHel
(Moxynu)" ¥ BXOAUT B €r0 BapUATUBHYIO YaCTb.

3. ILlnanupyemble pe3yJibTaThl 00y4eHHs N0 JUCHUIINHE (MOAYJII0), COOTHECEHHBIE ¢
IVIAHMPYEMbIMHM Pe3yJIbTaTaMH 0CBOEHHUsI 00pa30BaTeIbHON MPOrpaMMbl

[Tporecc n3ydeHus: AMCHUILUIMHBI HATIpaBjieH Ha GOPMUPOBAHUE CIETYIOIINX
KOMIIETEHIIUN:

[TKP-5 Crnioco0eH 1cnoiab30BaTh ClieUaIN3UPOBAHHbIE IPOrPAMMHBIE TPOIYKTHI U
0a3bl JaHHBIX Ul pealn3allii MPOEKTHOM JesITeIbHOCTH OpraHn3anuil cepbl
TOCTETIPHMMCTBA M 00IIECTBEHHOTO ITUTAHUS

4. O01mast TpPyA0eMKOCTh JUCHUIIJIMHBI COCTABJIsIET
3 3auetHble eauHULbI (108 ak. 4.).
5. O0pa3oBaTe/ibHbIEC TEXHOJIOTHH

OO0pazoBaTenbHbBIN MPOIeCcC UCMONB3YET CISAYIONINEe BUABI 00pa30BaTENbHBIX TEXHOIIO-
ruit: JlekuunJlekus ucnonb3yercs s U3JI0KEHHS 00Jiee WIIh MeHee 00bEeMHUCTOr0 YIeOHOTO
MaTepua-Jjia, ¥ oATOMY OHa 3aHUMAaeT MOYTH BECh YPOK. EcTecTBEHHO, YTO C 3TUM CBs3aHA HE
TOJILKO OTpeieNieHHas CIIOKHOCTH JIEKIIMU KaK METOa O0Y4YEeHHUS, HO U PsiJI €€ criennruuecKux
ocobeHHOCTe. Ba)kHBIM MOMEHTOM B MPOBEACHUH JIEKIIUH SIBIISIETCS MTPEyTPEKICHNE
MACCHUBHOCTU 00y-4aronuxcs U o0ecredyeHrne akTHBHOTO BOCTIPUSITHS H OCMBICTICHHSI UMU HOBBIX
3HaHud. OnpeeNnsroniee 3HaYCHIE B PEIICHUN 3TOH 3a71a9i UMEIOT JBa TUIAKTHICCKIX
ycIoBus: 1) BO-TIEPBBIX, CaMO M3JI0KEHUE MaTepraia YIUTeIeM JTOJKHO OBITh COJIePIKATEITBHBIM
B HAyYHOM OTHOIICHHH, KUBBIM U UHTEPECHBIM 10 opme;2) BO-BTOPHIX, B IPOIIECCE YCTHOTO
W3JI0KEHUS 3HAHWH HEOOXOAMMO IPUMEHSTh 0COOBIC TITarOTHYECKHIE PUEMBI, BO30YKTAfOIIHE
MBICJ'II/ITG.HBHyIO AKTHUBHOCTH HIKOJIBHUKOB U CHOCOG-CTBYIOH_[I/IG HOI[IICp)KaHI/IIO nx
BHUMaHUA.OIMH U3 3TUX IPUEMOB — CO37jaHKe TTPoOIeMHON cuTyaruu. CaMbIM IPOCTHIM B
JTAHHOM CJTyJae sSIBJIIETCS JOCTATOYHO YETKOE OMpE/IeIICHNE TEMbl HOBOT'O MaTepHasa 1




BBIJICTICHHE T€X OCHOBHBIX BOIIPOCOB, B KOTOPBIX HAIUICIKUT pa3zo0paThes
oOyuaromumcs. I Ipaktuueckue 3anstuslIpakTuyeckoe 3aHsTHE - leJIeHANpaBiIeHHas popma
OpraHu3aIy MeIarornueckoro mpouecca, HarpaBpJIeHHas Ha YIIIyOJIeHHe HayqHO-
TEOPETUUECKUX 3HAHUU U OBJIa/ICHUE ONpeie-ICHHBIMU METOJaMH padOThI, B IIPOLIECCe KOTOPBIX
BbIPa0aThIBAIOTCS YMEHUS U HaBBIKU BBIMOJIHEHUSI T€X WJIM UHBIX Y4eOHBIX ACHCTBUI B JaHHOU
cdepe Hayku. [IpakTHueckue 3aHATHS IPEIHA3HAYCHBI ISl YIITYOJIIEHHOTO H3y4eHUs YI4eOHBIX
JTUCIUILIMH U UTPAIOT BaXKHYIO POJIb B BHIPAOOTKE Y CTYJICHTOB YMEHHI U HABBIKOB MPUMEHEHUS
MOJIYYSHHBIX 3HAHUM 7151 PEIICHUs] MPAKTUYECKUX 3a7a4 COBMECTHO ¢ niegarorom. Kpome toro,
OHM Pa3BUBAIOT HAYYHOE MBIIIJICHUE U PEUb, TO3BOJISIOT IPOBEPUTH 3HAHUS CTYCHTOB U
BBICTYIAIOT KaK CpPe/ICTBA ONEepaTUBHOM 0OpaTHOM cBsA3H. Llenb mpakTuyeckux 3aHsATHI -
YrAyOIsiTh, PACIIUPSITh, JETATU3HPOBATH 3HAHMS, MTOJIY-UEHHBIC Ha JICKIHH, B 0000IIEHHOM
dbopMe u coeiicTBOBaTh BbIPaOOTKE HaBBHIKOB Mpoheccruo-HaIbHOU AesTenbHocTH. OHA T0JDKHA
OBITH SICHA HE TOJILKO MeIarory, Ho U cTyJaeHTaM. [1naH npakTuyeckux 3aHATUN OTBEYaeT
0OIIIMM UJIeSIM U HaNPaBJICHHOCTH JIEKITMOHHOT'O Kypca U COOTHECEH C HUM B
nocieA0BaTeNbHOCTH TeM. OH SBJIsETCs OOIIMM AJIs BCEX MENaroroB U o0CyKaaeTcs Ha
3acenanuu kadeapbl. Ompockl Y CTHBIE OMTPOCH MPOBOISTCS BO BPEMs IIPAKTHUSCKUX 3aHATHH H
BO3MOJKHBI TIPY TIPOBE-ICHUH 3a4eTa B KA4eCTBE JOMOJHATEIHHOTO UCTIBITAHUS TIPU
HEJOCTAaTOYHOCTHU PE3yIbTaTOB TECTUPOBAHUS U pElICHU 3a/1a4u. Bompockl onpoca He JOKHBI
BBIXOJIUTH 32 PAMKH OOBSIBIICH-HOM JIJIs1 JAHHOTO 3aHATHS TEMBI. Y CTHBIE OITPOCHI HEOOXOAMMO
CTPOUTH TaK, YTOOBI BOBJIEUb B TEMY 00CYK/IEHUSI MAaKCUMAIbHOE KOJIMYECTBO 00YYAIOIIUXCS B
rpynine, MPOBOAUTH MMapaljIeNii C YXKe MPOHIEHHBIM Y4eOHBIM MaTepHAIOM JIaHHOM
JUCITUTUIMHBI U CMEKHBIMU KypCaMH, HaAXO0-JIUTh YIa9HbBIC IIPUMEPHI U3 COBPEMEHHOM
NEHCTBUTENBHOCTH, YTO YBEeIHN4HUBaeT 3 (HEeKTUBHOCTh YCBOCHHS MaTepralia Ha acCOIUAIIUIX.
OcHOBHBIE BOIIPOCHI JIJIsi YCTHOTO OIPOCa TOBOASITCS A0 CBEJICHUSI CTYACHTOB Ha MPE/IbI-AyIIEM
MpaKTUYECKOM 3aHATHU. [[MChMeHHbIE OJIUIT-OMPOCHI TTO3BOJISIIOT TPOBEPUTH YPOBEHB
MOJTOTOBKU K MPAKTUYE-CKOMY 3aHITHIO BCeX 00yUalomuXcs B TPYIIIE, PU 3TOM OCTaBIISsS
JIOCTAaTOYHO Y4E€OHOT0 Bpe-MEHH JIJISl MHBIX (DOPM NeAarorunyeckoi NeaTeIbHOCTH B paMKax
JAHHOTO 3aHATHS. [[uChbMEHHBIN OJIUII-0TTPOC MTPOBOJUTCS 0€3 MPEeayNPERKACHUS, YTO
CTUMYJIHPYET 00YJaroIMXCsl K CHCTEMAaTUYECKOM MOATOTOBKE K 3aHATHSAM. Borpock! [ist
ompoca TOTOBATCA 3apaHee, PopMyIUpYIOTCs y3K0, 1a0bl 00yJaronuics uMesl 00beKTUBHYIO
BO3MO>XHOCTH TIOJTHOLIEHHO €T'0 OCBETHUTH 3a oTBeZieHHOe Bpemst (10-15 muHn.). [TuckmenHbie
OTIPOCHI 11eNIeCO00Pa3HO MPUMEHSThH B LIEJSIX MTPOBEPKU YCBOSEMOCTH 3HA-UYUTEIBHOTO 00bhemMa
y4eOHOro MaTepuaia, HalmpuMmep, BO BpeMs IPOBEICHUs 3a4eTa, Korja He-00X0AUMO TTPOBEPUTH
3HaHUS CTYJIEHTOB 1O BceMy Kypcy.llpu orieHke onpocoB aHANINU3y MOJJIEKUT TOUHOCTh
(GhOpMYITUPOBOK, CBI3HOCTD U3JIOKE-HUSI MaTeprasia, 000CHOBAaHHOCTh CYKJICHHM, OTopa Ha
JIEUCTBYIOIIEE CEMENHOE 3aKOHOIaTeNb-CTBO. Pemenne 3agauPerenne 3a1a4 oCymecTBIsSETCS C
EJTbI0 TIPOBEPKH YPOBHS HABBIKOB (BIAACHHI) CTY-AeHTA.CTYACHTY OOBSIBISIETCS YCIOBUE
3a/1a4M, pEIICHHE KOTOPOM OH M3JaraeT yCcTHO U npea-crasiser Ha [IK. JnurensHOCTh penienus
3anaun — 10 MuHYT. 2 (HEKTUBHBIM HHTEPAKTHBHBIM CIIOCOOOM pPEIICHHS 3a/1a4 SIBISICTCS
COTIOCTABJICHUS Pe-3yIbTATOB Pa3pelIeHUs] OJJHOTO 3a/laHus ABYMs U Oojiee MaJIbIMU TPyIIaMu
obOydJaronuxcs. 3agaquu, TpeOYyIOIINe H3YICHHsI 3HAUYUTEIIFHOTO 00heMa MaTepralia, He0OX0auMO
OTHO-CHTh Ha CAMOCTOSITENIbHYIO pa0OTy CTY/ICHTOB, C HEIIPEMEHHBIM pa300poM pe3yIbTaToOB BO
Bpe-Ms TPAKTUUYECKUX 3aHATHI. B 1aHHOM cirydae perieHne CUTyalluOHHBIX 3aa4 ¢ TIIyOOKUM
000CHOBaHUEM JIOJDKHO TIPEICTABIATHCS Ha MPOBEPKY B MMCbMEHHOM BHjIe. [Ipu omeHke
pellIeHus 3a/]a4 aHATH3UPYETCs IOHUMaHUE CTYICHTOM KOHKPETHOM CUTYya-IIMH, TPABUILHOCTh
NpUMEHEeHUs (OpM pellieHNns, CHOCOOHOCTh 0O00CHOBaHUS BRIOPAHHOMN TOUYKHU 3pEHMs], ITyOUHa
npopaboTku MaTepuana. Permenne 3ananuii B rectoBoil popme [IpoBoauTcs Tpu pas3a B TeUCHHE
W3YYCHUS TUCIUILINHBI (CEMECTp), C UCTIOIB30BaHUEM MEPCOHAIBLHBIX KOMIBIOTEPOB U
nporpammuoro obecrieuenus ACT-tect. He Menee, uem 3a 2 Heienu 710 MPOBEACHUS
TECTUPOBAHUS, TPEIOIaBaTeNb JOJDKEH MepeaaTh 3a/IaHus B TECTOBOM (opMe C OTMEUCHHBIMH
MPABUJILHBIMU OTBETAMH CHCTEMHOMY aJIMHHHUCTPATOPY JJIsl BBEICHUS 3aJJaHHUI B TECTOBYIO



KOMITBIOTEPHYIO 000JI0UKY, a TAaKXKe ONpeAeTUTh KpUTepun olieHku. He MeHee, ueM 3a 1 Henento
JI0 TECTUPOBAHMSI, IPENOIaBaTENb JOJKEH ONPEIEIUTh CTY-I€HTaM UCXOIHbIE JaHHbIE /IS
MOJATrOTOBKH K TECTUPOBAHUIO: Ha3BaTh Pa3/ieibl (TEMbI, BOIPO-ChI), TI0 KOTOPBIM OYAYT 3a/1aHUs
B TECTOBOM (pOpME, HOPMATUBHBIE MIPABOBBIE AKTHI U TEOPETU-YECKNE UCTOUYHUKH (C TOUHBIM
yKa3aHHEM Pa3/ieNoB, TeM, cTaTel) Ay MoAroToBKU. KaxkoMy CTyAeHTY OTBOAMTCS Ha
tecTupoBanue 40 MUHYT, 110 2 MUHYTHI Ha KaXK10e 3a-1anue. g kaxaoro crynenta 20
3aJJaHU OIPENEIIAIOTC KOMIIBIOTEPOM ITyTEeM CllydaiiHOM BBIOOPKHU U3 0a3bl TECTOBBIX 3a/1aHU.
OreHka pe3yIbTaToOB TECTHPOBAHUS POU3BOIUTCSA KOM-TIBIOTEPHOI MPOrpaMMO, pe3yabTar
BBIJIACTCS HEMEJJICHHO 110 OKOHYaHUU TecTa. [0 OKOHYa-HUS TecTa CTYJCHT MOXKET €IIe pa3
IIPOCMOTPETh BCE CBOU OTBETHI Ha 3a/laHUS U IPU HEOOXOIM-MOCTH BHECTH KOPPEKTHUBHI. [Ipn
POXOXKJICHUN TECTUPOBAHMS MOJIH30BATHCS KOHCIIEKTAMH JICKIMH, ydeOHUKAMH, HHBIMU
HOPMAaTHBHBIMU aKTaMM He pa3pelieHo. B kauecTBe MHTEPaKTUBHBIX TEXHOJOTHI Ha 3aHATHUAX
ucnonb3yroTes: Juckyccus (ot nar. discussion — paccMOTpEHHE, HCCIEOBAaHUE) — ITO
nyOJIMYHOE 00-CyXKIEHUE UITN CBOOOIHBIN BepOaNbHbI 00MEH 3HAHUSAMU, CYXKICHUSIMU, UICIMA
WA MHEHHUS-MH 110 [TOBOJY KaKOT0-I100 CIIOPHOrO BONpoca, podiieMsl. Ee cyliecTBeHHbIMU
YepTaMH SIB-JIAIOTCSL COYETaHUE B3aMMOIOTIOIHSIONIETO TUANIOTa U 00CYKACHUA-CIIOPa,
CTOJIKHOBEHUE Pa3-JIMYHBIX TOYEK 3pEHHUs, MO3ULIHN. [10 cpaBHEHUIO ¢ pacIpOCTPaHEHHOU B
00y4YeHHMH JIEKIIMOHHO-CEMUHAPCKOM (popMoil 00yueHHs TUCKYCCUsl UMEEeT sl TPEeUMYIIEeCTB: 1.
Juckyccust o6ecneunBaeT akTUBHOE, TIIyOOKOE, TMYHOCTHOE YCBOCHUE 3HAHHUMA. XOTS JIEKITUS
ABJIsieTCs 60Jiee SKOHOMUYHBIM CIIOCOOOM Iepe/laul 3HaHUM, AUCKYCCHUS MOKET UMETh ropas3zio
6osee 10rocpoUHbIi 3¢ PeKT. AKTUBHOE, 3aMHTEPECOBAHHOE, SMOLIMOHATIBHOE 00CYXICHHUE
BE/IET K OCMBICJICHHOMY YCBOCHHUIO HOBBIX 3HAHHIA, MOXKET 3aCTaBUThH YEJIOBEKA 3ayMaThCs, U3-
MEHMTb WJIN IEPECMOTPETh CBOM YCTaHOBKH. 2. Bo BpeMs IHMCKyCcCHU OCYILIECTBIISAETCS aKTUBHOE
B3auMojieiicTBue oOydaronuxcs. 3. ObparHas cBs3b ¢ oOyyaromumMucs. uckyccus
o0ecrieuynBaeT BUACHUE TOTO, HACKOJIBKO XO-POIIIO TPyIIa MOHUMAET 00CyKIaeMbIe BOTIPOCHI, U
He TpeOyeT npuMeHeHus 6osiee popMab-HbIX METO/I0B OLEHKH. [IMCKYCCHOHHBIN METOT
MIOMOTAET pemaTh CIeTYIONIUe 3a1aun: ? 00y4eHne YIaCTHIKOB aHAIN3Y peallbHbIX CHTYallnuH, a
Takxke (OPMUPOBAHKE HABBIKOB OTICIICHHS BAXXHOTO OT BTOPOCTETIEHHOTO M (POPMYITHpPOBAHHS
npo0eMbl; ? MOJIEIMPOBAHUE 0COO0 CIIOKHBIX CUTYaIU, KOTIa 1aXke caMblil CIOCOOHBIH
CTY/ICHT HE B COCTOSIHUW €TUHOJIMYHO OXBATHTh BCE aCIEKTHI Ipo0IeMbl; ? (hopMUpOBaHHE
CHOCOOHOCTH KPUTHYECKHU OLIEHUBATH U 3allUINATh CBOM YOex1eHus. MeTo MPOeKTOB —
cucrteMa 00y4eHus1, py KOTOPOH ydaliecs NpruoOpeTaroT 3HaHHUsI U YMEHUs B ITpoLecce
CaMOCTOSITENIFHOTO TUTAHUPOBAHHUSI 1 BBITTOJIHEHHUS TTOCTETICHHO YCIIOK -HSFOIINXCSI
NPaKTUYECKUX 3alaHUI — NPOeKTOB. [IpOeKT — 3TO0 KOMIUIEKC OUCKOBBIX,
UCCIIEIOBATEIIBCKUX, PACUETHBIX, TPAUUECKUX U APYTHX BUIOB paOOT, BBITOIHIEMBIX
YUYAIIAMUCS CaMOCTOSITETIHHO, HO TT0/T PYKOBOJICTBOM TIPETIOAABATEINS, C IETBI0 MPAKTHYECKOTO
WA TEOPETUUECKOTO PEIIeHHs 3HAYMMOM MPOOIIEMBI. .

6. Conep:kanue TUCHUILIHHBI (MOAYJIs1), CTPYKTYPHPOBaHHOE 110 TeMaM (pa3aejiam)

PA3JIET 1
FeHGSI/IC, JUAJICKTHKA U COBPE-MCHHOC COCTOSAHUEC OTCUYECCTBCH-HOI'O JCJIOIIPOU3BOACTBA
O6’LCKT " OpCIMET ACTIONPOU3-BOACTBA.

I/ICTOpI/ISI paSBI/ITI/Iﬂ OTCUYCCTBCHHBIX CJ'IY)K6 JIOKyMeHTaHPII/I

PA3AEJT 1
['enesnc, qualeKTHKa U COBPE-MEHHOE COCTOSIHUE OTE€YECTBEH-HOT'O JIEIOMPOU3BOICTBA
TectupoBanue

PA3JIEJI 2
HopmatuBHbIe 1OI0KEHHS 10 JOKYMEHTAIMOHHOMY OOecrieue-HUI0 YIPaBICHUS
HoxymenTanmonHoe ooecneuenue ynpasienus (JIOY) u Equnas rocygapcTBeHHas cucreMa



nenonpouspojicta (EI'CI).
Cranmaptuzanus 1 e€ 3HaUCHUE

PA3JIEJI 3

JIOKyMEHTHI U UX KJIacCU(pHUKa-1IUI

YHuHUIMpoBaHHAs CUCTEMA Op-TaHU3AIIMOHHO-pacTiopaauTeabHoi tokyMeHTa-mu (Y COP/I).
[IpaBuna opopmiIeHUs] pEKBH3H-TOB JOKYMEHTOB.

PA3JIEJI 3
JIOKyMEHTBI U MX Ki1accupUKa-1IHs
TectupoBanue

PA3JIEJI 4

CucreMa opraHu3allMOHHO-PacOPSAUTEILHON JOKYMEHTAa-IIMU U JJOKYMEHTBI 110 IUYHOMY
COCTaBy

Opranu3anroHHbIe JOKYMEHTHI. PaciopsinutensHbie ToKyMeHThl. MIHpOopManmoHHO-CcripaBOYHbIe
JOKYMEHTBI. JIOKyMEHTBI 10 JIMYHOMY cocTaBy. OO1iast XapakTepuCTHKa TOKYMEHTALUH 110
JUYHOMY cocTaBy. TpynoBoi gorosop. IIpuka3 no nuaHoMy cocraBy. TpynoBas KHUXKKA.
JInuHbIN JIMCTOK IO y4yeTy KaapoB. JInuHble fena. 3asBiieHue o npueMe Ha padoty. 3asBiieHHE O
IIPEKpaIICHUHU TPYAOBOIO 10rOBOpA.

PA3JIEJI 4

CucremMa opranu3aliiOHHO-PacloPsAUTEIbHON JOKYMEHTAa-1IIMU U JJOKYMEHTBI 110 IUNYHOMY
COCTaBy

TectupoBanue

PA3JIEJI 5

OcHOBHBIE IPUHIIUIIBI OPraHU-3alluU padOThI C JOKYMEHTaMHU

JIOKyMEeHTOOO0POT U JOKYMEHTO-OTOKH. [IpreM mocTynarommx 10KyMeHTOB, OpraHu3alus
JIOCTAaBKH IOKyMEHTOB. OpraHu3aiusi pacCMOTPEHHUs JOKYMEHTOB. Perucrpanus 10KyMeHTOB.
HNudopmannonHo-crpaBouHas padota. KoHTpob ucnoiHeHus A0KyMeHToB. Opranu3anus
OTIPABKH UCXOMS-INX JTOKYMEHTOB.

PA3JIEJI 6

XpaHeHHEe JOKYMEHTOB

®opmupoBanue u opopmienue aei. CocraBaeHre HOMEHKIATypsl Aei. [loAroroBka 10KyMeHTOB
K [lepesiaye Ha apXMBHOE XPaHEHHUE B apXUB MPEANPUATHS. DKCIepTHas Ciyx0a.

PA3IEJI 6
XpaHeHHEe JOKYMEHTOB
TectupoBanue

PA3JIEJL 7
H3roroBneHne TOKyMeHTa Ha KOMITbIOTepe. JJOKyMeHTOO00pOT Ha KOMITBIOTEPE.
UzroroBneHune 1o0KyMeHTa Ha KoMIbloTepe. JJOKkyMEeHTO000pOT Ha KOMITBIOTEPE.

PA3IEJT 7
W3rorosneHue JOKyMeHTa Ha KOMIIbIOTepe. JIOKyMEHTOOO0POT Ha KOMIIBIOTEDE.
TectupoBanue

PA3IEJI 8
[IpomMexxyTouHas arrecrauus



