


1. UEJIL{ OCBOEHI1Ifl, ilWC\I4[IJII4HbI
[errlro r43freHrar Ar.rcqr4nnrnHbr <3nerrpoHuuft AoKyMeHToo6opor> flBIrflercfl

nonyqeHr4e v yrlyOlenue sHaurafi o fipl4Hqldnax trocrpoeHus AoKyMeHToB v ocHoBax

$opuraponanua Aor(yMeHToo6opora B opfaHlt3allplqx v yqpex.qeHlrsx pa3nl4qHbrx $opt"t

co6crseHHocrx. @opnupoeanue y cryAeHToB npaKTl4r{ecKnx HaBbIKoB rlo co3AaHu}o vl

o6pa6orrce Aor(yMeHToB B Aa;rbHefiueu 6yaer cnoco6creoBarb He roJIbKo 6olee ycnelxHoMy

ocBoeHuro Aucqurrnr,rH, H3yr{eHHe Koropbrx npeAilonafaer pa6o'ry c AoKyMeurauneft, Ho l't

[poxoxAeHl4to TIpaKTHKI4 Ha 6onee rpaMorHoM ypoBHe.

3anaqu u3yrrelg.nfl ApIcul{[nHHbI :

- c$oprvrnpoBarb y cryAeHToB qerKoe [peAcraBneHl4e o seo6xoAuuocru 14 ponu

AoKyMeHrH po BaHI4t B AeqrenbHocru opf aH uza\urt',

- o3HaKOMr4Tb CTyAeHTOB C OCHOBaMTa SneKTpOHHOfO Aenonpol43BoAcTBa vr

AoKyMeHToo6opora opraHu3aul4l4 ;

- o3HaKoMr,rrb cryAeHTos c oco6eHHocrsMll 3aIrIpITbI cnyNe6nofi u tcou(fugeuqualruofi

uu$oprr,rauura, o6ecter{eHl,rq orKpbrrofo Aocryila rpa}KAaH r unipoprvlaqpll{ B coorBercrBl,Il4 c

IIono)I(eH14tMId 3aKOHOAaTenbCTBa:

- Hay.lrtb cryAeHToB opi{eHTnpoBarbcf, B cl4Tyaunsx, rpeOyrorqux vgrarufl,

cooTBercTByroul4x AoKyMeHToB.

2. MECTO ALTCUI4TUII{HbT B CTPYKTYPE OTIOTI BO

[ucqunlusa <3lextpoHHtrfi noKyMeHToo6opor> orHocnTcfl K AnctrnnnltHan4 6a:oeofi

qacrrl yue6uoro [JIaHa.

3. TIJIAHI{PYEMbIE PE3YJIbTATbI OBYTIEHKTfl NO AIICUUIJIIIHE
flnaHrapyelrbre pe3ynbraru o6yueHfir no .rIHcrrHnnHHe, coort{eceHHbte c ilnaHHpyeMbIMH

De3vJrbraraMr.r ocBoeHns OflOfl.
Koa $oprr,rupyeMbIX
xouneresuufi

Yponeur ocBoeHlts
KOMIIETCHIII{U

fl.raHupyerrable pe3yn L'Tarrt o6yueul4q tro

ALICIII4nII'IHe, xapaKTepl43yloque sTaIIbI

(poprrruponaHllt KoMnereuunfi (norasarenu
ocBoeHht rounereHunn)

I Z
)
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nK-12 - 3HaHr.reM ocHoB
paspa6orxr.r H BI{eApeHI4t

xaAposofi u ynpaBneHqecxoil

AOKyMeHTaUr4 H, O rrrH MVrca\VVl

AoKyMeHToo6opora u cxeM

Syuxr\uoHamurrx
83ar4MocBt:eil vreNgy
nolpa3AeneHI4gMI4. OCHOB

pa:pa6orxra LI BHeApeHHfl ...,,

fl poqeAyp pefynLIpoBaHI4q

TpyAoBbIX ornorueuufr tt
corrpoBoxAarouefr
AOKYMCHTAIIIdI4

qacTl4tIHOe

ocB0eHfle

- 3uarr ocHoBbI pa:pa6orrcra H BHeApeHIlt

xagpoeofi r4 ynpaBn eH.Iecxo fr AoKyM eHTar\krtr;

-Vneru opraHH3oBbIBarb AoKyMeHTaJIbHoe

conpoBolr(AeHr4e pa6orlt B opraHll3allutx,
BecTI4 AenOByIo nepen HcKy I4JII' [OMepxI'IBaTb

AeJroBoe o6rqenue;
-BlaAem HaBbIKaMH ocyuecrBJleHl'It

AenoBoro o6ulesus (nyOluunue
BbrcTytrJleH14s, nepel'oBopbl, npoBeAeHIIe

coseqaHufi, AeJIoBaq flepenucKa,

3neKTpoHH ble KoMM yH ra rcauuu ).

llK-13 - yMeHHeM Becru
KaApoBoe AenonpoLr3BoAcTBo LI

opraHr430BbrBarb apx ItBHoe

xpaHeHr.re KaApoBbrx

AOKyMeHTOB B COOTBeTCTBLTT4 C

4efi crnyrcur,rM14 H opMarr.{BHo-
TIDABOBbIMIA AKTAMI4. 3HAHT4EM

I{ACTI,ITIHOC

OCBOCHI,IC

- 3sars ocHoBbr ralponoft [oI]ITI4KI{;
- Yuerr Becrrz KaApoBoe Aenoilpolr3BoAcrBo 14

optaHL{3oBbrBaTb apxLIBHoe xpaHeH14e

KaApoBbrx Aor{yMeHToB B COOTBeTCTBI4I4 C

gefi crnyrcrqr4Mlr HopMarLIBHo-npaBoBbIMI,I

aKTaMI{, o6ecneqnrb 3aIIII4Ty rlepcoHaJIbHblx

AaHHbrx coTpyAHi.rKoB ;



ocHoB KaApoBO r CTaTr4CTr,IKr4,

BNAN,CH I4EM HABbIKAM PI

cocraBJreH14.s KaApoBofi
oTr{eTHocT}t, a TaKx(e

HABbIKAMI,I O3HAKOMIEHU'

coTpyAH r.rKoB opf aH H3 a\uvt c
KaApoBOr Aor(y!{eHTarl vefi u
Aeft cTByrourrMu noKaJrbHbrMlt

HOpMaTr4BHbrM H aKTaMr4,

yMeHr,re o6ecrleqHT6 3arq]rTy
nepcoHilnbHEtx AaHHbrx
COTPYAHHKOB

- Bra4em HaBbrKaMr4 cocraBJreHur ra4ponofi
oTrreTHocTrr, o3HaKoM reHvfl. coTpyAHr.rKoB
opraHa3aur{r4 c KaAponofi gorytreuraquefi u
4efi creytorql4MLI noKai'rbHbIMId HopMarr.IBHbIMI,I

AKTAMId

IlK- 27 - BJ'raAeHHeM

MeTOAaMr4 r.r npofpaMMHbrMri
cpeAcrBaMr4 o6pa6orxu
Aeroeofi nH$oprr,taqu ra,

HaBbrKaMLr pa6orsr co
c rr eur4aJrr{3r4po BaH HbrMr,r

Ka"qpoBbrMI,r KoMn broTepHbrMr4

rrporpaMM atru, cn oco6Hocrbro
nsautvloAefr cTBo BaTb co
clyN6auu uuSopnaaqHoHHbx
rexHoJrorr4 fi r,r sQ$ercrunuo
HCIIOJ'I b3OBaTb KOp n OpaTI4BHble

uu$oprraauuoHH bre c14creMbr

nppr peueHVH 3aAae
ynpaBneHr,rs nepco HajroM

qacTr4qHoe

ocBoeH14e

- 3sarr, ocHoBHbre nporpaMMHr,re cpeAcrBa
o6pa6orr<u Aelonofi uH$oprraaquu
- Yuerr pa6orarl co c[erlr4aJrrr3rrpoBaHHbrMu
KanpoBbrMr.r KoMrrbroTepHbrMt4 rrpofpaMMaMu,
nravuogeficrBoBarb co c.nyx6aura,
LICIIOJTb3OBaTb KopnopaTr4BHbre

un$oprnraqr4oHHl,re cncreMbr rrpv pe[reHr4n
3aAar{ yfipaBneHr.rs [epcoHanoM
- BraAerr MeroAaMH o6pa6orru 6olrurux
MaccHBoB HH Soprr.lauH Lr, BJraAerb HaBbIKaMr4

AH AJII4T},IqCCKO IO M bI IXJI C H I4' I,I HABbIKAM 14

pa6orrr c 6a:auu raHr{brx














