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7.2. TeMaTHUECKHH IIAH U COACPIKAHHE yueOHOH I CIHILINHbE

«JloKyMeHTalonHoe odecnetieHne ynpasicHusb

| HammenoBaHue

pa3aesioB H TeM

Tema 1.

Beeaenue.
JlokymeHT "
cucTreMa

JOKYMEHTAlHH

Tema 2.
Oprasu3anHonHo-
pacnopsnTeabHbIe

AOKYMEHTHI

I

peuenue, UHCMPYKYUA, RPOMORON.

CrnpapoyHO-HH(POPMALIHOHHBIC 0OBACHUTETbHAS

(5]

JIOKYMEHTBI. cinyxebnas  3arnucka,

3AIHCKA, aKT, CIIpaBKa, nb%vﬂamﬂzm MNHCbMa

Copep:kanne yuedHOro marepuaia n (GopMBI OPraHU3ANHE eI TEILHOCTH 0Dy4AI0IMHXCH Oonem | Koabr
B KOMITeTeHIH i1,
yacax | ¢popmMHpOBAHH
10 KOTOPBIX
cnocoberByeT
JIEMEHT
nporpaMmbi
3
Cojepaanue y1edHoro marepuaia OK 01, OK 02,
- OK 03, OK 09,
[ 3HaucHue M COAEpKAHME IUCHHMIUIMHBI «JlOKYMEHTAIHOHHOE obecrieueHre YIPaBJICHAAY.
) 4 OK 10, IIK 1.1
[loHSTHE TEPMHHOB «JIOKYMEHT», «IOKYMCHTHPOBAHMCY, «IOKYMEHTAIMOHHOE 0DecreeHHe
YIIPABJICHHSD.
Viudhuxayus u cmandapmuayuu ynpasieH1ecrux OOKYMEHINOE.
Cojep/kanue yuedHoOro marepHaia OK 01, OK 02,
OK 04, OK 05,
1. OpraHn3aiioHHbIe JIOKYMEHTBI — YCTaB, yUpeIUTEIbHBIE I0T0BOP, MOMTOKCHHE.
OK 09, OK 10,
2. .Pacnopsoumeliblible OOKYMEHMbl — NPUKAS, pacnopsicenue, ykasanue, nocmanosienue,
IK 1.1
m .




B roM umc/ie, NPAKTHIECKHX 3aHITHII H 1a00paTOPHBIX padoT

IpaxkrTuueckoe 3ansiTie. CocTaBiienue H OhopMIIeHHE PACTIOPSIKEHHA

IMpakruueckoe sansitue Cocmaeienue u oghopmienue pacnopioumeIbHex QOKYMEHmos

Tema 3.
Kaposan

JOKYMEHTANIHS

Cojepxanne yuedHoOro marepuana

| JJOKyMeHTHpOBanne Tpy/0BbiX npascorHomennii. CoctaB u  0cOGeHHOCTH O(OPMICHUS
JIDKYMEHTOB 110 JITUHOMY COCTaBY.
2 KomruiektoBanue mmunoro jaeia. Asrodnorpadus. Pesome.

3 3asenenue o npueme na pabomy. lpuxazer no nuunomy cocmasy.

B ToM unc/Ie, NPAKTHUECKHX 3aHATHII B 1adopaTopubix padoT

12

[lpakTuyeckoe 3ansitue. OGopMIICHHE NPUKA30B MO IMYHOMY COCTABY.

Ipakmuueckoe sanamue. Ogopivienue npukazos no 0dUUM 60npocam.

[paxTHueckoe 3anaTne. OPOPMICHHE CNPABOK, JTOKIAIHON ¥ CITy/KeOHOH 3aNUCKH, aKkTa.

Opopmienue cnpasovHo — UHGOPMayuonitblx JOKYMeHMOos

paxTHueckoe 3amsirne. OdopmieHue TPYJIOBOIO JOr0BOpa, MpHKa3a O npueme Ha paboty,
o)OpMIIEHUE TPYI0BOH KHHIKKH,

Odopmienue npurasa 00 yeoibHeHUU.

OK 02, OK 04,
OK 05, OK 09,
OK 10

| Tewma 4.
Jdorosopuo-

npasoBast

ﬁ_szu_zw:,.,u::n

Coaepxkanue yueOHOro Mmarepaaja

.[MousTus goroBopa. Bujisl 10roBopoB.
2.I1paBuina opopMiIeHHS IPETEH3UOHHBIX [TUCEM.

3. Dopmynsp ucko6o20 3aseienus, mpeboeanus Kk e20 ohopmieduio

OK 01-05,
OK 09. OK 10

10




B Tom 4pcie, MPAKTHYECKHX 3aHsiTHII 1 J1a 00paTOpHBIX pador

[paxTHyeckoe 3ansrue. OPopMieHHE 10T0130pa KYILTH-TPOJAKH HA JABHKIMOE UMY LIECTBO 4
Ocpopaiene 002060pa KYRIU-NPOOGNCU He HEOGUNCUMOE UMYUECMEO .
Tema 5. Cojepxkanne y4eOHOI0 MaTepHaia OK 01, OK 0.2,
MousnTHE - OK 04, OK 0.5,
].CocTaB M ydeT o0beMa JIOKyMeHTO0DOPOTEL NMPEAIPHATHH. Opranuzanus paboThl ¢ BXOJISMICH,
0Ky MeHT0o00opoTa, OK 09. OK 10,
MCXO/ISLICH 1 BHYTPEHHEH JJOKYMEHTAIlUEH 8
perucrpanus ) 1K 1.1
2. ba3wl laHHBIX /1S XpaHEHHM s JIOKYMEHTOB.
JOKYMEHTOB _
3.Paboma ¢ 3anpocamu. Paboma ¢ 21eKmponi tlMu OOKYMEHMAamu.
Tema 6. Cojepxanne yaedHOro Marepuaa OK 01-0.5.
Opranusanua . OK 09, OK 10,
1.Homenkarypa jaeit. MUHauBuyaibHbie, CBO; THbIC, IPUMEPHBIC M THIOBbIC HOMCHKIATYPBI AC.
ONepaTHBHOIO " 6 IK 1.1
2 TloaroToska ¥ NOPsiJIOK MEPEIaiu Jie/l B apX HUB.
ApPXUBHOI'O
3. 3akonodamebible akmol U HOPMAMUEHO-M eMOOUHECKUe OOKYMEHMbl N0 APXUCHOMY XPAHCHUIO
XpaHeHus
OOKYMEHINGE.
JTOKYMEHTOB
IpomexyTounas arrecTalns 2
Bceero: 64

11
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