OTAEN
HEMPEPbLIBHOIO
NPOPECCNOHANBHOIO
OBPA30BAHUA

YYEBHBIN ILIAH M KAJTEHJAPHBIN YYEBHBINA I'PAOUK ‘
JONOJIHUTEIbHOIT IpogeccHOHANBHOM MPOrpaMMbI MOBBIMEHAS KBAJMHPUKAINH
«/denonpousBoacro. Opranuzanus J0KyMEHTHPOBAHHUS

ynpaBnquecKOﬁ AeATECIbHOCTH B OPraHu3ammmy

HononnutenbHas  npodeccHoHa bHAs  MporpaMMa  IOBBIIIEHHS — KBATH(QHKAUH
«lemonpounsBoactso. OpraHuzanus JAOKYMEHTHPOBAHUS VIIPABICHYECKON JESITEIBHOCTH B
opranuzaunun» (ganee — JAI1I1) pazpaborana B cooTBeTCTBHHE ¢ TpeGoBanusamu [ Ipuka3s MunTpyaa
Poccuu ot 10.05.2017 N 4161 "O6 ytBepx)nenun npodeccronanpHoro cragnapra « Crernyanict
[I0 YNpaBICHUIO NOKyMEHTauuel opraHuzanuny (3apeructpupoBaHo B Mmuaiocte Poccum
31.05.2017 N 46898).», yTBepkIEHHBIM TmpHKazoM MuH3apaBcoupasBuTus PP ot
30 mapra 2011 1. Ne 251m.

Cocmasumenu J[III1 nosviwenus xreanugukayuu. TI. CICHHATHCT TO y4eOHO-
Meroaudecko  paboTe  oTAeNna  HENPEPHIBHOTO  MPOPECCHOHATBHOIO  00pa3oBaHUS
I'TIHTB CO PAH A. M. berumiera

Llenv oceoenus JJIII1 nosviuenus xkearuguxayuy HampaBieHa HA COBEPIICHCTBOBAHUE
KOMIIETEHIMH, HEOOXOAMMBIX JJi1 OOecmeueHus [TOKYMEHTHPOBAHUS  YIIPaBJICHUECKOH
NESITEIHHOCTH B OpraHU3alliy, B TOM YHUCIIE C HCITOIB30BAaHHEM COBPEMEHHBIX HHPOPMAITHOHHBIX
TEXHOJIOTHH.

Qopma o00yuenus: 3a04Has ¢ IPUMEHCHHEM JIMCTAHIMOHHBIX 00pa3oBaTeIbHBIX
TEXHOJIOTUM.

Obwas mpyooemxocmes npoepammsi — 36 ak. yacoB (cMm. mabauyy 1).

Cpox obyuenus: 1-2 Henenn

Peoicum 3anamuii; 7-8 akaieMHUYeCKNX YacOB B JIEHD.

Dopma umozo60ti ammecmayuy: 3a49eT (TECTHPOBAHUE)

Tabmuma 1
No HaumenoBanue tem Bcero KonrakTtHbie CPC, ®DopMEl
JacoB 3aHATHUS, Yac. gac. aTTecTalluu
Jlexuum | 11P3 | JIP
1. | HoxymeHTanoHHOE ITpomexyrounas
20 - - - | 20 | arrecranmsa He
00€ecCIIeYeHNE YIIPABIEHUSI
IIpeIyCMOTPEHA




2. IIpomexyTounas
DeKTPOHHBIA TOKyMEHTOO00POT | g . : . | 8 | arvecranas e
IpeayCMOTPEHA
3. IIpomexyTounas
XpaHeHre ¥ HOMEHKIIATypa Jell & . y 3 IR —
IpexycMOTpeHa
4. | Wrtoropas aTrectanus 2 3 3 ) 5 Hrorosas
arTecranus (Tect)
Hroro | 36 - 36

JIeTaJII/I?.I/IpOBaHHOe CoiepiKaHme

JOIOJIHHUTEIbHOM podeccHoHATLHOI MPOrpaMMbl MOBBIIEHHS KBATUPHKAIIHH

Tema 1. lokymeHTaIIHOHHOE 00ecmedeHNe YIPABJICHUS

CymHOCT, ¥  3HAUEHHE JIOKYMEHTAUHOHHOTO OOeCredYeHWsd  yIpaBieHUS H
nenonpoun3BozcTra. Tepmunsl u onpenenenus. Kiaccnukanus u Buabl foKyMeHTOB. OCHOBHBIE
TpeboBaHus K o¢opmwieHno JokymeHToB OcHoBHble mnonoxenus ['OCTP 7.0.97-2016.
Oprasu3anuoHHO-TIPaBOBBIE TOKYMEHTHL. PacmopsauTesnbHble JOKyMEHTHL. WHopManuoHHO-
CIIpaBOYHBIC JOKYMEHTHL. JlokyMeHTanoHHOe oOecnieueHre KagpoBoii paboThl

Tema 2 JJ1eKTPOHHBIN JOKYMEHT0000pOT

Bup1 anekTpoHHBIX ToKyMeHTOB. HedopmannzoBanHbie OKyMeHTHL. DopMaTn30BaHHbIH
JOKYMEHT. BapuaHTBl 3JEKTPOHHOTO HOKyMEHT0000poTa. OCHOBHBIE (YHKIIHH CHCTEMBI
3JIEKTPOHHOTO  JOKyMeHTooOopoTa. llpemmymnectBa 5IeKTPOHHOTO —JTOKYMEHTO0O0OpOTa.
BHeapeHue CUCTEMBI DIIEKTPOHHOTO JOKYMEHTO000POT

Tema 3. XpaneHue 1 HOMEHKJIATYpa JeJ1

Buner nHomenkmaryp. Tumosas. Ilpumepnas. Konkpernas. Cxema mOCTpoeHHS
HOMEHKJIaTypsl Aei. [lopsnok cocTaBneHuss KOHKPETHOM HOMEHKIATyphl. Cxema pa3paboTKu 1
COTJIACOBaHUS HOMEHKJIATYPHI Jlel. AJITOPUTM COCTaBICHHMS W BEICHHS HOMEHKIATYpPhI el
Wupexchl nen. DJeMEHTHI 3arojioBKOB Jei. HemomycTuMo TpH COCTaBIEHHH 3aroJiOBKOB

HOMCEHKJIATYPHI J€J1. HPI/IMepHaSI CXE€Ma PacCIlOJIOKCHUS 3ar0JIOBKOB AECII.

3aBexyromuii OTAEIOM

HCHPCPBIBHOTO

k. T. H. . B. I'y3enox



