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1. Iesin ocBoeHUs1 y4eOHOI JMCIUIITHHBI

Lenpro yueOHOM TUCIUIUTMHBI «/{0oKyMeHTaMOHHOE 0OecrieueHe yIpaBiIeHUs
TOCTUHUYHBIM JIETIOM SIBJISIETCS MOJIyY€HHUE CTYICHTaMH 3HaHUM, YMEHUN U HAaBBIKOB,
obecreunBarouX KBaTU(GUIIMPOBAHHYIO U BEICOKOA((HEKTUBHYIO TPO(PECCHOHATBHYIO
JeSITeIbHOCTD B c(epe OpraHU3aIli COBPEMEHHOTO JOKYMEHTAIMOHHOTO 00eCTIeYeHHS
yIpaBiIeHUs TYPU3MOM Ha OCHOBE Hay4YHO 0OOCHOBAHHBIX MIPUHIIMIIOB U METOJOB €r0
COBEPILICHCTBOBAHMS.

JlucuuiuivHa mpearnoiaraeT peeHne CIeIyomux 3a1au:

- chopMHpOBaTh NMPEACTABICHUE O TTyOOKHUX UCTOPUYECKUX KOPHSIX Pa3BUTHUS
JIeNTOTIPOU3BO/ICTBA;

- U3Y4YUTh OCHOBBI JIETIONIPOU3BO/ICTBA U 3HAUCHUS YIPABICHUYECKON JOKYMEHTAIMHU B CUCTEMaX
yIpaBiIeHUS OPraHU3alHUSIMY;

- IOTYEPKHYTH POJIb CIIYKO TOKYMEHTAIIMOHHOTO 00eCIieueH sl YIIPaBJICHUS B COBPEMEHHON
OpraHu3aIy;

- U3YYUTh U OCBOUTH ITPaBHiIa O(OPMIICHHUS PEKBU3UTOB JOKYMEHTOB;

- c¢(OpMHUPOBATH HABBIKH COCTABJICHUS OPraHU3AIMOHHO-PACHIOPSAUTEIBHBIX IOKYyMEHTOB IO
OCHOBHBIM HaIPaBJICHUSM PabOThl AAMHUHUCTPATUBHO-YIIPABICHUYECKHUX CIIYKO;

- U3YYUTh U OCBOUTH OPTaHU3ALHUIO paOOTHI C TOKYMEHTAMH, X Y4eTa U XpaHCHUSI.

2. MecTo yueOHO# qucuuinHbl B crpykrype OII BO

VYyeOnas aucuumiauHa "JlokyMeHTalMOHHOE 00ecIieYeHe yIpaBaeHus" OTHOCUTCS K
6noky 1 "Aucuunuuuel (Moynn)" ¥ BXOJIUT B €r0 BAPUATUBHYIO YaCTh.

3. [lnanupyemble pe3yJabTaThl 00y4YeHUs M0 JUCHUILINHE (MO1YJ/II0), COOTHECEHHBIE C
IUIAHUPYEMBbIMHU Pe3yJIbTATAMH OCBOCHHMS 00pa30BaTeIbHOI MPOrpaMMBbl

[Iporecc u3ydeHus: AMCHUILUIMHBI HAMIpaBJieH Ha GOPMUPOBAHUE CIIETYIOIINX
KOMIIETEHIINN:

OIIK-1 CIIOCOOHOCTBIO pelIaTh CTAaHAAPTHBIE 3a7a41 MPOPECCUOHATHHOM
JesITeIbHOCTH Ha OCHOBE MH(OPMAITMOHHOM 1 OMbIuorpaguueckoilt KyabTyphl
C MpUMEHEeHNEeM UHPOPMallMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH U €
Y4€TOM OCHOBHBIX TpeOOBaHUI MHPOPMAIIMOHHON 0€30MacHOCTH,
HCII0JIb30BaTh Pa3IMUHbIe HCTOYHUKU MH(POPMALIUU IO OOBEKTY
TOCTUHUYHOTO POAYKTA

I1K-11 TOTOBHOCTBIO K IPUMEHEHNI0 NTHHOBALIMOHHBIX TEXHOJIOTUI B TOCTHHUYHON
JIeSITeNIbHOCTH U HOBBIX (POPM 00CITYKMBaHUSI TOTpeOUTENEH

4. O01mast TpyA0eMKOCTh JUCHUIIJIMHBI COCTABJIsIET
4 3auetHble equHUIB! (144 ak. 4.).
5. O0pa3oBaTe/ibHbIEC TEXHOJIOTHH

O0pazoBaTenbHbBIN TPOIeCcC UCIONB3YET CIEAYIONINEe BUABl 00pa30BaTENbHBIX TEXHOIIO-
ruit: JlekuunJlekus ucnonp3yercs s U3J0KEeHHs 00s1ee WiIn MeHee 00bEMHICTOr0 YIEeOHOTO
MaTepua-Jjia, ¥ IO3TOMY OHAa 3aHUMAaeT IMOYTH BeCh YPOK. ECTeCTBEHHO, 9TO ¢ 3THM CBsI3aHa HE
TOJILKO OTpeieNieHHas CIIOKHOCTH JIEKIIMU KaK METOa O0YUYEeHHUS, HO U PsiJI €€ crennruuecKkux
0coOeHHOCTe. Ba)kHBIM MOMEHTOM B MPOBEICHUH JIEKIUH SIBJISIETCS MPEIYNPEKICHUE
ITaCCUBHOCTH 06y-qa10mnxc;1 n O6CCHC‘ICHI/IC AKTHUBHOI'O BOCHpI/ISITI/HI N OCMBICJICHUS UMHU HOBBIX
3HaHHﬁ. Onpe,uemnomee 3HAYCHHUC B pCH_IeHI/II/I BTOﬁ 3a4a4u UMCHOT ABA JUOJAKTHUYCCKUX
ycIoBus: 1) BO-TIEPBBIX, CAaMO U3JI0KEHUE MaTepralia YIUTeIeM JOJDKHO OBITh COJICPIKATEIIEHBIM
B HAYYHOM OTHOIIIEHUH, KMBBIM U HHTEPECHBIM 10 (hopMe;2) BO-BTOPHIX, B IIPOIECCE YCTHOTO




U3JI0KEeHUS 3HAaHUH HE00X0IMMO IPUMEHATH 0COObIE MeAarornuecKue NprueMbl, BO30YKIatoIme
MBICIUTENIbHYIO aKTUBHOCTb IIKOJIBHHUKOB M CIIOCOO-CTBYIOLIHE MOAECPKAHUIO UX
BHUMaHUA.OIMH U3 3TUX IPUEMOB — CO37jaHKe TPoOIeMHON cuTyarui. CaMbIM IPOCTHIM B
JTAHHOM CIIy4ae sBJIAETCS JOCTaTOYHO YETKOE ONPEIEIICHUE TEMBI HOBOI'O MaTepHala u
BBIJICJIEHUE T€X OCHOBHBIX BOIIPOCOB, B KOTOPBIX HAJJIEXKUT pazoOparbes
oOyuaromumcs. I Ipaktuueckue 3anstuslIpakTuyeckoe 3aHsTHE - LIeJICHANpaBiIeHHas popma
OpraHu3alUy [E€AarorHuecKoro npolecca, HalpaBieHHas Ha yIriayOJieHue Hay4yHo-
TEOPETUYECKUX 3HAHUW M OBJIAJICHUE OIpe/e-ICHHBIMH METOJaMH PaOOThI, B IPOIIECCE KOTOPBIX
BbIpa0aThIBAlOTCS YMEHMSI U HaBBIKU BBINOJIHEHUSI TEX UM UHBIX YY€OHBIX I€HCTBUI B JaHHON
cdepe Hayku. [IpakTrueckue 3aHATUS NpeAHA3HAYEHBI Ul YIIIyOJIEHHOT0 U3Y4eHUs y4eOHbIX
JUCLUIUIMH U UTPAIOT BaKHYIO POJIb B BBIPAOOTKE Y CTYJI€HTOB YMEHUI M HaBBIKOB IIPUMEHEHUS
IIOJIyYEHHBIX 3HAHUH NI pELICHMs] IPAKTUYECKUX 3a/1a4 COBMECTHO ¢ nenarorom. Kpome toro,
OHM Pa3BUBAIOT HAYYHOE MBIIUICHUE U PEYb, IO3BOJIAIOT IPOBEPUTH 3HAHUS CTYACHTOB U
BBICTYIIAIOT KaK CPE/ICTBA ONEpaTUBHON 0OpaTHOM cBA3M. Llenb npakTuyeckux 3aHATHH -
yIIIyOJIsiTh, PACIIUPATH, JETATU3UPOBATh 3HAHUS, [10Jy-4YEHHbIE Ha JICKI[UH, B 0000IIeHHON
¢dbopMe U CoACICTBOBATh BEIPA0OTKE HABBIKOB PO eccCro-HaIbHOU AesTenbHocTH. OHA T0JDKHA
OBITh SICHA HE TOJIBKO II€1arory, HO U cTyaeHTaM. [laH npakTuyecKkux 3aHsITHI OTBEYaeT
OOIIMM UIeSM M HAaIIPaBJIEHHOCTH JIEKLIMOHHOT'O Kypca U COOTHECEH C HUM B
nocienoBarenbHOCTH TeM. OH SBIsieTCs OOIIMM ISl BCEX IeIaroroB u 00CyKaaeTcs Ha
3aceiaHuy kadenpbl.OnpocklY CTHbIE OMPOCHI IPOBOAATCS BO BpeMs MIPAKTHUYECKUX 3aHATHH U
BO3MO>KHBI TIPY IIPOBE-I€HUH 3a4€Ta B KAYE€CTBE JONOJIHUTEIBHOIO UCIIBITAHUS TIPU
HEJ0CTaTOYHOCTHU PE3Yy/IbTaTOB TECTUPOBAHUS U pPEIlIeHUs 3aJaul. Bonpocs! onpoca He AOIKHbI
BBIXOJIUTH 32 PAMKH OOBSIBIEH-HOM /17151 TAHHOT'O 3aHATHUS TEMbI. Y CTHBIE OIPOCHI HEOOXO MO
CTPOUTH TaK, YTOOBI BOBJIEUb B TEMY 00CYKJIEHUSI MaKCUMAJIbHOE KOJIMYECTBO 00YYaIOIINXCS B
rpymnine, NpoBOAUTH MapaJIJIeNIU C YXKe MPOMIEHHBIM YUeOHbIM MaTEpPUATIOM JaHHOU
JUCLUIUINHBL U CMEXXHBIMU KypCaMH, HAX0-IUTh YIa4HbIE IPUMEPHI U3 COBPEMEHHOU
NENCTBUTENBHOCTH, YTO YBEIUUYHUBaeT 3 (HEKTUBHOCTh YCBOEHUS MaTepuaa Ha acCoOLUaIUsX.
OcHOBHBIE BOIIPOCHI JJIsl YCTHOTO OIPOCa AOBOJASITCS 1O CBEIEHUS CTYJEHTOB Ha MPE/bl-TyILIEM
NPaKTUYECKOM 3aHATUU. [IucbMEeHHbIE OJIMI-OMTPOCH! O3BOJISIIOT TPOBEPUTH YPOBEHD
MOJIFOTOBKHU K MPAKTUYE-CKOMY 3aHITHIO BCEX 00y4YarolUXCsl B TPYIIE, P 3TOM OCTaBIIss
JIOCTaTOYHO Yy4eOHOI0 Bpe-MEHH JJIs MHBIX ()OPM MeAaroruueckou AesiTeIbHOCTH B PaMKax
JAHHOTO 3aHATUsA. [IMchMEHHBIHN GUI-0ITPOC MPOBOAUTCS 0€3 MPEaYIpPEexAEHUs, YTO
CTUMYJIMPYET 00yJarommxcsl K CUCTEMaTUYECKOM MOArOTOBKE K 3aHATUSAM. Bonpocs! asns
oIpoca roToBsITCs 3apaHee, POPMYIHUPYIOTCS Y3KO, 1a0bl 00yJarouuiicss uMesl 00bEKTUBHYIO
BO3MO>KHOCTh MOJHOLIEHHO €r0 OCBETUTH 3a oTBeAeHHOe BpeMs (10-15 muHn.). [Tucemennsbie
OTIPOCHI 11eJIeCO00Pa3HO MPUMEHSTD B LESIX IPOBEPKU YCBOSIEMOCTH 3HA-UYUTEIILHOTO 00beMa
y4eOHOro MaTepuaia, HalpuMep, BO BpeMsl IPOBEJICHNS 3a4eTa, KOr/1a He-00X0IMMO TPOBEPUTh
3HAHUSA CTYJEHTOB 110 BceMy Kypcy.llpu onieHke onpocoB aHanu3y MOUIEKUT TOYHOCTh
(bopMyYIHPOBOK, CBSI3HOCTh M3JI0KE-HUS MaTepHralia, 000CHOBaHHOCTb CYXKACHUH, OMopa Ha
JENCTBYIOIEE CEMEMHOE 3aKOHO1aTeNb-CTBO. Pemenne 3agauPemenne 3a1ay ocymecTBiIseTcs ¢
1EJIbIO IPOBEPKH YPOBHS HABBIKOB (BJIaACHUI) CTy-AeHTA.CTYACHTY OOBSIBIISIETCS YCIOBUE
3a/1a4M, pelIeHne KOTOPOH OH M3J1araeT ycTHO U npea-crasiseT Ha [IK. JlnurensHoCTh pemenus
3agaun — 10 MuHyT.Od(HEeKTUBHBIM HHTEPAKTUBHBIM CIIOCOOOM pEIICHHUS 3a]1a4 SABIIIETCS
COTIOCTaBJICHUS Pe-3yJIbTaTOB pa3pelleHusl OJJHOTO 3a/1aHus ABYyMs U OoJiee MaJbIMU IpyHIamMu
oOyuaromuxcs. 3aauu, TpeOyole H3y4eHus 3HaUuTeIbHOro 00beMa MaTepHasa, He00X0AuMO
OTHO-CHUTb Ha CaMOCTOSITENIbHYIO pabOTy CTYAEHTOB, C HEIPEMEHHBIM Pa300pOM pe3yIbTaTOB BO
Bpe-Ms IPAKTHUECKUX 3aHATUI. B TaHHOM cilydae pelieHne CUTyallMOHHBIX 33a4 ¢ TITyOOKHM
000CHOBAHMEM JIOJDKHO MPEACTABIATHCS Ha MIPOBEPKY B MHUCbMEHHOM BHe. [Ipu orenke
peIIeHNus 3a1a4 aHAIU3UPYETCs IOHUMaHUE CTYACHTOM KOHKPETHON CUTya-IIMH, TPABUIIBHOCTD
npuMeHeHHs (GOpM pelIeHus], ClIOCOOHOCTh 000CHOBAHMUS BRIOPAHHOW TOYKH 3pEHUs, IITyOuHa
npopaboTKu Matepuaia. Pemenue 3aganuii B TectoBoit popme [IpoBoauTcs Tpu pasza B TeueHHe



M3Yy4YEHUs JUCHUIUIUHBI (CEMECTP), C UCIIOIb30BAHUEM MEPCOHATBHBIX KOMITBIOTEPOB U
nporpammuoro obecrieuenus ACT-tect. He Menee, uem 3a 2 Heienu 10 MPOBEACHUS
TECTUPOBAHUS, TPEIOIaBaTENb TOJDKEH IepEeaaTh 3a/IaHUs B TECTOBOM (JOpME ¢ OTMEUECHHBIMH
MPABUJIBHBIMHU OTBETAMH CUCTEMHOMY aJIMUHUCTPATOPY JJIsl BBEICHUS 3aJaHUI B TECTOBYIO
KOMIIBIOTEPHYIO 000JIOUKY, a TaK)Ke ONPEeeIUTh KpuTepuu otieHku. He meHee, yem 3a 1 Hepemio
JI0 TECTUPOBAHUS, MPEINOIaBaTelb JOJDKEH ONPEIETUTh CTY-/I€HTaM UCXOAHbIC JaHHBIC JJIs
MOJTOTOBKU K TECTUPOBAHUIO: HA3BATh pa3fielibl (TEMbI, BOIIPO-ChI), 10 KOTOPBIM OYyAYT 3aJaHUs
B TECTOBOH (popMe, HOPMATHUBHBIE MPABOBBIC AKTHI 1 TEOPETU-YECKHE UCTOYHUKH (C TOYHBIM
yKa3aHUEM Pa3/IesioB, TEM, CTaTel) 1Jisi MOATrOTOBKU. KaxkioMy CTyAeHTY OTBOAUTCS Ha
tectupoBanue 40 MUHYT, IO 2 MUHYTBI Ha KaxKJ10€ 3a-aaHue. s kaxaoro cryaenra 20
3aJJaHHi OTIPENIENIAIOTCSA KOMITBIOTEPOM ITYTEeM CITy4aifHON BBIOOPKHM M3 0a3bl TECTOBBIX 33/1aHUI.
Onenka pe3yabTaToOB TECTUPOBAHUS MPOU3BOAUTCA KOM-TIBIOTEPHON ITPOrpaMMOii, pe3yabTaT
BBIJIA€TCSl HEMEIJICHHO M0 OKOHYaHUU TecTa. J0 OKOHYa-HUsI TeCcTa CTYACHT MOXKET ellle pa3
MIPOCMOTPETH BCE CBOM OTBETHI HA 33/IaHUS M MPU HEOOXOM-MOCTH BHECTH KOpPEKTHUBHL. [1pu
MPOXOXKACHUN TECTUPOBAHUS MOJIb30BATHCS KOHCIIEKTAMHU JICKIUH, yaeOHUKaMU, HHBIMU
HOPMAaTHBHBIMHU aKTaMU HE pa3pelieHo. B kauecTBe MHTEPAKTUBHBIX TEXHOJIOTUHN Ha 3aHATHIIX
ucnonb3yrores:Jluckyccus (ot at. discussion — paccMOTpPEHUE, HCCIIE0BAHUE) — 3TO
nyOIruHOe 00-CyKJIeHUE UM CBOOOIHBIN BepOanbHbI OOMEH 3HAHUSMHU, CYKICHUSIMU, UICIMU
VI MHEHUSI-MU TI0 TIOBOJTy KaKOT0-TH00 CIIOPHOTO BOMpoca, nmpobiemsl. Ee cyiecTBeHHbIMH
YepTamH SIB-JISIIOTCS COUYETaHUE B3aWMO/IOMOIHSIONIETO 1Uajiora U 00CyKIeHUs-CIopa,
CTOJIKHOBEHUE pa3-JTMYHbIX TOUEK 3peHusi, mo3uuui. [lo cpaBHEHHIO C pacIpoCTpaHEHHO! B
00y4YeHUH JICKITMOHHO-CEMUHAPCKO (popMoii 00yUeHUsT AUCKYCCHSI UMEET PsiJ] MPEUMYIIECTR: 1.
Juckyccus obecrieynBaeT akKTUBHOE, TITyOOKO€, TMYHOCTHOE YCBOSHHUE 3HAHUM. XOTS JIEKIIH
ABJISIETCS1 00JI€€ SKOHOMHYHBIM CITIOCOOOM Tepe/lauul 3HAHUM, TMCKYCCHS MOXKET UMETh Topa3io
6osee gonrocpounbiit 3¢ dHeKkT. AKTUBHOE, 3aMHTEPECOBAHHOE, SMOIIMOHATILHOE 00CYK/IEHNE
BEJIET K OCMBICIICHHOMY YCBOCHHMIO HOBBIX 3HaHHI, MOYKET 3aCTaBUTh YEJIOBEKA 3ayMaThCsl, U3-
MEHUTDH UM IEPECMOTPETH CBOM YCTAHOBKU. 2. Bo BpeMs McKyccun OCYIIECTBIISIETCS] aKTUBHOE
B3auMojieiicTBue oOy4daronuxcs. 3. O0parHas cBsi3b ¢ oOyuaromumMucs. {uckyccus
obecrneunBaeT BUJEHUE TOTO, HACKOIBKO XO-POIIIO TPYIINa MOHUMAaET 00CYyKIaeMble BOPOCHI, U
He TpeOyeT npuMeHeHus 6oJiee (opMalib-HBIX METOJIOB OIIEHKU. [IMCKYCCHOHHBIN METO]T
MOMOTaeT peliaTh CleAyIoIne 3a1aun: ? o0yueHne yYaCTHUKOB aHaTN3y pealbHbIX CUTYAIIUi, a
Takke (OPMUPOBAHNE HABBIKOB OTAEIEHUSI BAYKHOTO OT BTOPOCTENIEHHOTO U (pOPMYTUPOBAHUS
poOJIEMBI; ? MOJIETUPOBAHUE 0COOO CIOKHBIX CUTYaIlUi, KOT/Ia Ja)Ke CaMblid CIIOCOOHBIN
CTYJICHT HE B COCTOSIHUU €IMHOJIMYHO OXBATUTH BCE ACTIEKTHI MPOOIEMBI; ? (hOpMUpPOBaHHE
CITOCOOHOCTH KPUTHUYECKU OIICHUBATD U 3aIIUIIATh CBOU yOexaeHusl. MeTo 1 MPOEKTOB —
cucreMa 00y4deHus1, TPH KOTOPOH ydaluecsi mpruoOpeTaroT 3HAHKUSI M YMEHHUSI B TIpOIiecce
CaMOCTOSITEJIbHOTO IJIAHUPOBAHUS U BBITTOJIHEHUSI IOCTENIEHHO YCI0XK-HIOIUXCS
MPaKTUYECKHUX 3aJIaHU — MPOEKTOB. [IPOEKT — ATO KOMIUIEKC TOUCKOBBIX,
HCCIIEIOBATEIILCKUX, PACUETHBIX, TPadUUIECKUX U APYTUX BUIOB PaOOT, BHIMOIHIEMBIX
YUYAIIUMHCS CAMOCTOSATENBHO, HO MO/l PYKOBOJACTBOM IMPENOAABATENs], C LIEJIbI0 MPAKTUYECKOTO
WJTH TEOPETUYECKOTO PEIICHHS 3HAYUMOM TIPOOJIEMEL. .

6. Conep:kanue TUCHUILUINHBI (MOYJIs1), CTPYKTYPHMPOBAaHHOE 110 TeMaM (pa3aeiam)

PA3JIEJT 1

['eHe3uc, qUaNeKkTUKa U COBpe-MEHHOE COCTOSTHUE OTEYECTBEH-HOTO JIEIOMPOU3BOICTBA
OOBEKT U ITpeIMET JICTONPOU3-BOJICTRA.

HcTopust pa3BUTHS OTEYECTBEHHBIX CIIYKO JOKYMEHTAIUU

PA3JIEJI 1
['enesuc, AMaNEKTUKA U COBPE-MEHHOE COCTOSIHUE OTEUECTBEH-HOTO JIEJIONPOU3BOJICTBA
TectupoBanue



PA3JIEJL 2

HopMmaTuBHbI€ 110J1I0K€HUS 110 TOKYMEHTAlIUOHHOMY OOecrieue-HUIO yIpaBIeHUs
JoxymenTtanmonnoe obecrnieuenue ynpasienus (JJOY) u Equnas rocygapcTBeHHas cucrema
nenonpouspojctea (EI'CJI).

Cranpapruzanys u e€ 3HaueHue.

PA3JIEJI 3

JIOKyMEHTBI U UX KJIacCu(UKa-1us

YHudummpoBaHHas cucTeMa op-TaHu3alMOHHO-pacnopsauTebHol fokymenTa-uuu (Y COP/I).
[TpaBuiia opopMIICHUS PEKBU3U-TOB JOKYMEHTOB.

PA3/IEJI 3
JIOKyMEHTBI U UX KJIacCu(UKa-1IHs
TectupoBanue

PA3JIEJI 4

Cucrtema opraHu3aliOHHO-PACHOPSAUTENBHON JOKYMEHTA-IIUU U IOKYMEHTBI 110 JINYHOMY
COCTaBYy

OpraHu3anvoHHbIe JOKYMEHThI. PacniopsiiutenbHble 10KyMeHThl. IHQopMamoHHO-clipaBoYHbIe
JIOKYMEHTHI. JIOKYMEHTBI 10 IMYHOMY cocTaBy. O011as XapakTepucTUKa JOKYMEHTAIUHU 110
JIUYHOMY cocTaBy. TpymoBoit norosop. [Ipukas no muaHoMy coctaBy. TpynoBasi KHHKKA.
JIMuHBIN JIMCTOK 1O y4YeTy KaapoB. JInunblie nena. 3asBieHue o mpuemMe Ha paboTy. 3asBieHue 0
HpeKpaleHu: TPYA0BOTO JOrOBOPA.

PA3/IEJT 4

CucreMa OpraHu3allMOHHO-PACcIOPSAUTEIBHON JOKYMEHTAa-IIMU U JJOKYMEHTBI 110 INYHOMY
COCTaBy

TectupoBanue

PA3JIEJI 5

OCHOBHBIE IPUHIUITBI OPraHU-3alUU pabOTHI C JOKYMEHTaMHU

JIoKyMeHTOO0O0pOT U JOKYMEHTO-NIOTOKHU. [TprieM moctynaronmx JO0KyMEHTOB, OpraHu3aus
JIOCTAaBKH TOKyMEHTOB. OpraHu3zanus pacCMOTPEHUs JOKYMEHTOB. Perucrpanus 10KyMEHTOB.
NupopmanmonHo-cnpaBoyHas padota. KoHTposs nucnonHenus 1okyMeHToB. Opranusanus
OTNPABKH UCXOJA-IINX JTOKYMEHTOB.

PA3JIEJI 6

XpaHeHHe JOKYMEHTOB

®opmupoBanue 1 opopmieHue nen. CoctaBieHre HOMEHKIATYpHI Jien. [loAroToBka TOKyMEHTOB
K IIepeiaye Ha apXMBHOE XPaHEHHE B apXUB MPEANPUATHS. DKCIIEPTHAs CIIyK0a.

PA3/IEJI 6
XpaHeHHEe JOKYMEHTOB
TectupoBanue

PA3JIEN 7
SJ'IGKTpOHHOG ACIJIOIMPONU3BOACT-BO
N3roroBieHue JOKYMCHTA Ha KOMIIBIOTEPC. I[OKyMeHTOO60p0T Ha KOMIIBIOTEPC.

PA3JIEJL 7
DNEKTPOHHOE JIEN0IPOU3BOJCT-BO
TectupoBanue

DK3aMeH






