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1. leanb aucuunaMHbI
OBnaneHue yKa3aHHBIM BHUJOM MPOPECCHOHAIBHONW JESITEIIBHOCTY M COOTBETCTBYIOIIUMU
00IIMMH KOMIIETEHIIUAMU

2. TpeOoBaHuUsI K YPOBHIO OCBOCHHS COACPKAHUSA TUCHHUILIMHBI

OK 1 BriOuparp cmnocoObl pemieHus 3ana4  NpoPecCHOHATBHON  IeSTETBHOCTH,
IIPUMEHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM

OK 2 Hcnonbp30BaTh COBPEMEHHbBIE CpPEJICTBA IIOMCKA, aHaJlM3a M HUHTEPIpETalun
uHpopMaLny, 1 UHPOPMALMOHHBIE TEXHOJIOTMU JAJIS BBINOJHEHUS 3a7ad NpodecCHOHATbHON
JeSITEIIbHOCTH

OK 3 IInanupoBaTh M peaan30BbIBaTh COOCTBEHHOE MPOGECCHOHAIBHOE U JIMYHOCTHOE
pa3BUTHE, MPEIIPUHUMATEIBCKYIO AEATEIBHOCTh B MPO(ECCHOHAIBLHOW cdepe, HCIOIb30BaTh
3HaHU 110 (PUHAHCOBOM IPaMOTHOCTH B Pa3IMYHbBIX KU3HEHHBIX CUTYaIUsAX

OK 4 DddextuBHO B3auMOEHCTBOBATH U pabOTaTh B KOJUIEKTUBE U KOMaH]Ie

OK S OcymecTBisiTh YCTHYIO U NUCBMEHHYI0O KOMMYHMKAIMI0 HAa TOCYAApPCTBEHHOM
a3bike Poccuiickoit ®epepanuu ¢ y4eToM OCOOEHHOCTEH COLMAIBHOTO U KYJIBTYPHOTO
KOHTEKCTa

OK 6 IlposBisaTe  Ipa)xJaHCKO-NATPUOTHUECKYID  IMO3ULUIO,  JEMOHCTPUPOBATH
OCO3HaHHOE MOBEICHNE Ha OCHOBE TPAMIIMOHHBIX OOIIEYEeIOBEUYECKUX IEHHOCTEH, B TOM YHCIie
C Y4YeTOM TrapMOHHU3ALUM MEXKHALMOHAIBHBIX M MEXPEIUTHO3HbIX OTHOIIEHUH, MPUMEHSThH
CTaHapThl aHTUKOPPYILIMOHHOIO TIOBEICHUS

OK 9 Ilonb3oBatbcs npohecCHOHATBPHOW JOKYMEHTAalle Ha ToCyAapCTBEHHOM U
MHOCTPaHHOM SI3bIKax

3. B pe3ysabTaTe 0cBOEHMS AUCHUIIUHBI 00YUYAIOIIUICS 10/IKEH
yMeThb:

— OCYHIECTBJISATH MOUCK, aHAJIU3 U UCMHOJIb30BaHME HOPMATHUBHO-NPABOBBIX TOKYMEHTOB B
npuMeHeHnu K 3anadam JJOVY;

— COCTaBIIAATh M O(QOPMIISATH YIPABIEHYECKYI0 M MPO(ECCHOHAIBHYIO IOKYMEHTAIUIO B
COOTBETCTBUE C HOPMATUBHOW 0a30M;

— HCHOJIb30BaTh YHU(UIIMPOBaHHBIE (OPMBI JOKYMEHTOB;

— OCYUIECTBJISITh JACJIOBYIO MEPENUCKY U MOIJIEPKUBATH JIEKTPOHHBIE KOMMYHUKALIUU;

— TPUMEHATHh CpeAcTBa HMH(OPMAIMOHHBIX TEXHOJOTHHM I cO3JaHus M O(QOPMIICHHS
JIOKYMEHTOB;

— pa30upaThCs B CUCTEME BHYTPEHHET O JOKYMEHTO000pOTa OpraHU3alluy;

— OCYUIECTBJISATh XpaHEHUE U MMOUCK JTOKYMEHTOB;

— HCIOJIb30BaTh ~ COBPEMEHHOE  MIpOrpaMMHOE  oOecliedeHHe B AJIEKTPOHHOM
JIOKYMEHTOO000POTE;

— TIPOBEpSATh HAIWYHE B MPOU3BOJBHBIX TMEPBUYHBIX OYXTaNTEPCKUX JIOKYMEHTaX
00513aTENIbHBIX PEKBU3UTOB;

— pa30upaThCs B HOMEHKIIAType JIe;

— COCTaBJISITh aKThI U CIIPaBKH MO PE3yJIbTaTaM BHYTPEHHETO KOHTPOJIS;



(hopMHPOBATh MPOEKTHI MPUKA30B 110 MPOBEACHUIO BHYTPEHHETO KOHTPOJIS

3HATb:

coJiep>KaHue aKTyaJbHOW HOPMaTUBHO-IIPABOBOM JOKYMEHTAIUH;

OCHOBHBIE MTOHATHS IOKYMEHTALlMOHHOT'O 00eCIeYeHUs YIIPaBICHHUS;

KJaccuuKalus ynpaBiIeHYECKUX JOKYMEHTOB;

MIpaBUJIa COCTABICHUS U 0(OPMIICHHS YIIPABIEHYECKUX TOKYMEHTOB U BEJICHUS JAeIOBOM

MEPCINCKU;

COCTaB JIOKYMEHTOB CIIEIIMAIbHBIX CUCTEM JIOKYMEHTALINH;
MpaBUJjIa OpraHU3alMK BCEX 3TANOB PabOThI C JOKYMEHTaMU;

puioKeHus nmporpamMmmel Windows, ucnonb3yemMble 171 peanu3anuu 3aaa4d JJOY;
COBpeMeHHBIC HH(POpMAIIMOHHBIE TeXHOI0THU JIOY

MIpaBWJIa U CPOKU XPAaHEHUS IOKYMEHTOB;

(hopMBbI IEPBUYHBIX OyXTaJITEPCKUX JOKYMEHTOB, COACPIKAIIUX 00s3aTeIbHbIE

PCKBU3UTHI IICPBUIHOTO YYECTHOI'O JOKYMCHTA,

mnpoucaypa CoCTaBJICHUS aKTa 110 pE3yjibTaTaM MHBCHTApU3alluu, IPOCKTOB IIPHUKA30B I10

MPOBEJICHUIO KOHTPOJIBHBIX TPOLIEAYP

4. O0mas TpyA0éMKOCTh JUCHUIIJIMHBI COCTaBJISET
MaKCHUMaJIbHON ydeOHOU Harpy3ku oOydaromierocst 32 gaca, B TOM YHUCIIE:
00s3aTeNnpHOM ayIUTOPHON yueOHOM Harpy3ku oOydaromierocs 32 yaca

5. Bux npomexyTouHoii atTecranmuu: 1udGepeHIIMPOBAHHBIN 3a4eT
6. OcHOBHBIE pa3aesibl JUCUUIIJIMHBI

1 — JlokyMeHTupOBaHuE YIIPaBIEHYECKOM 1eATENbHOCTI

2 — Opranuzaius padoThl ¢ JOKYMEHTaMHU
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