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HHOTAIUA TUCHUIIJINHBI

%@ﬁff?ﬁ%ﬂ%g?gﬁ b ;}i%'%}gm?ggﬂ)&%ggo B IpogecCHOHATBHOM 1esITeIbHOCTH OPraHU3aTOpPa padoThI ¢

JIMCHMITIMHBL MOJIO/IE€KBID

Kparkoe HopmatuBHO-IpaBoBoe obecrieueHne aenonpon3BoicTBa. IlpaBuia opopmileHHS TOKYMEHTOB.

CoAEepKaHUE Henosast nepenucka. OpraHu3alioHHbIe JOKYMEHTBI. H()OpMaIOHHO-CIIPAaBOYHbBIE JIOKYMEHTHI.
Opraam3anusi  TOKyMEHTOOOOpoTa. BemeHme  OpraHu3alioHHOH W pacloOpsSIUTEIbHOMN
JOKyMEHTauu 1o nepcoHamy. IlpaBuma cocTaBineHHss W O(QOpMIICHHS  pE3YIbTaToB
MpoeCCHOHATBHON M HAYYHO-TIPAKTHUECKOH eI TeIbHOCTH.

PesynbraTs [lonnmanue MOHATHHHO-KaTETOPHAIBLHOTO armapara IejIoNpon3BOJACTBA B NpodeccrnoHaIbHOM

OCBOCHHUS JeATeNIbHOCTH OpraHu3aropa paboThl C MOJIOAEXKBIO, MpPaBWl OQOPMIICHHS JIOKYMEHTOB;

JHMCIUTIIHHBI OCYIIECTBJICHNE JISTIOBOH KOMMYHHUKAIIMU B YCTHOM M MUCbMEHHON (hopMax Ha rocyJapcTBEHHOM

si3bike Poccuiickoit denepanuu

I/Icnom)syeT HH(bOpMaHPIOHHO-KOMMyHI/IKaHI/IOHHI)Ie TEXHOJIOTUHU JJIA IIOBBIIIICHUA
3¢ (EeKTUBHOCTH IEIOTPOU3BOJACTBA B IPOPECCHOHANBHON NEATSIFHOCTH OpraHu3aTopa padoTHI C
MOJIOJIS)KbIO, TIOMCKAa HEOOXoAMMOH WH(GOpPMAaNMKH B TpOIecce pPEHmICHHH CTaHZapTHBIX
KOMMYHUKATHBHBIX 33724 Ha TOCYIapCTBEHHOM(-bIX) M HHOCTPAHHOM(-bIX) SI3BIKAX;

OnenuBaeT 3(QQEKTHBHOCTh MPUMCHICMBIX KOMMYHHUKATHBHBIX TEXHOJIOTHHA B OpTaHU3AI[UN
JIeTIONPOU3BOJICTBA B MPO(ECCHOHANBHON JeITeIbHOCTH OpraHu3aropa paboThl ¢ MOJIOACKbBIO Ha
TrOCYTApPCTBCHHOM(-IX) U HHOCTPAHHOM(-bIX) SI3bIKAX, IPOU3BOIUT BEIOOP ONTUMAITBHBIX.
[TonnManwe mpaBHJI COCTaBICHUS W O(QOPMIICHHS Pe3yIbTaTOB MPO(ecCHOHANFHOW W HaydHO-
HpaKTquCKOﬁ JACATCIBbHOCTH, OpraHmn3alfuOHHO-PACTIOPATUTCIBHBIX JOKYMCHTOB, KOIUH
JOKYMEHTOB, TEXHOJIOTHH, MPUMEHSIEMON MPH HOKYMEHTAIIMOHHOM OOCCIICUYCHUH YIPAaBJICHUS B
OpTaHU3aIMIX, MOPSIKA IIPOBEACHHUS SKCIIEPTHU3bI IICHHOCTH PE3yIbTaTOB MPO(ecCHOHAEHON H
HayYHO-TPAKTHYCCKON ACATEIEHOCTH B JOPME OTUYETOB, JOKIAIOB, CTaTCH

O0paboTka W aHAJU3 TOCTYHAOIICH TOKYMEHTAIUHN, CAMOAHAIN3 U MPEICTABICHUE PE3yIbTaTOB
npo¢eCCHOHATBHOM U HAYYHO-TTPAKTUICCKOH EATeIbHOCTH B (hOPME OTUCTOB, TOKJIAT0B, CTATCH
3HaKOM C OCHOBaMH JOKYMEHTOOOOpPOTa B YUYPCSKICHUSX U OPraHU3alUsiX, PEaTHU3YIOINIUX
MOJIOJISKHYTO TTOTUTHKY

OcymiecTBigeT IUTAaHUPOBAHHWE BEICHUS HEOOXOMUMON HOKYMEHTAallMd B YUPSKACHUAX H
OpTaHU3AIIIX, PEATU3YIOIINX MOJIOACKHYIO TIOTHTHKY

Opraamsyer ITOKYMEHTOOOOPOT B YUPEKICHHSIX W OPTraHH3alHAX, PEaTH3yIOINX MOJIOISKHYIO
TOJIUTUKY.

TpynoeMKOCTb, 3.€.
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@DOpMBbI OTYETHOCTH

3adeT ¢ OLEHKOM

IlepedyeHb OCHOBHOI M JOIOJHHUTEIbHOM JIMTEPATYPbI, HEO0XOAMMOI 1J15l 0CBOCHHUS I CIIUILIMHBI

OcHoBHas
JTUTEeparypa

e CwmumpnoBa, E. II. [lemompom3BoacTBo maist cekperapsi. PaspaboTka, yder M XpaHEHHE
CITy>)keOHO# ToKyMeHTanuu : nmpaktudeckoe nocoodue / E. I[1. CmuproBa. — 2-¢ uzn. — Capatos :
At ITu Op Menua, 2019. — 210 c¢. — ISBN 978-5-4486-0465-2. — TekcT : 31€KTpOHHBIN //
DeKTpOHHO-ONOIMOTEe HAs cucreMa IPR BOOKS : [caitT]. — URL:
http://www.iprbookshop.ru/79622.html (nara oopamenus: 28.02.2020). — Pexxum goctyma: s
aBTOPU3HP. NOJIb30BATENECH

e CrenanoBa, E.H. Cucrema »31IeKTpoHHOTO JOKyMEHTOOOOpoTa (oOiayHOe pelIeHNne)
OnexTpoHHBIN pecypc : yuebHoe nocodue / E.H. Ctenanosa. - Capatos : At [In Op Menna, 2018.
- 182 c. - Knnra Haxonutcst B 6a3oBoii Bepcun DBC IPRbooks. - ISBN 978-5-4486-0136-1

JlononHuTenpHas
JuTEpaTypa

o Jlenompou3BOACTBO U JOKYMEHTOOO0OPOT DJIEKTPOHHBIN PECype : MPAKTUKYM JUIsl ayJUTOPHOM
U camocToATeNbHOM paboTel. - moc. KapaBaeso : KI'CXA, 2016. - 41 c., 3K3eMIUIIpoB
HEOrpaHHYEeHO

o KpacusHckuii, M. H. IlpoektnpoBanne WH(OOPMALMOHHBIX CHCTEM  YIpaBICHHS
JOKYMEHTOOOOPOTOM  HAy4YHO-O00pa3OBATENBHBIX yupexkaeHuit : Moorpapms / M.H.
Kpacusuckuii, C.B. Kapmymkun, A.B. Octpoyx ; MuHHCTEPCTBO 00pa3oBaHHA U HAyKH
Poccuiickoit ®enepanmu ; DemepanpHOEe TOCYJapCTBEHHOE OFOKETHOES 00pa30BaTENbHOE
YUpEKICHAE BBICIIETO MPOQPECCHOHANBHOTO o0bOpa3oBaHus «TamMOOBCKHIA TOCYIapCTBEHHBIN
TEeXHUYECKUI yHuBepcureT». - Tamb6os : MznarensctBo ®PI'BOY BIIO «TT'TVY», 2015. - 216 c. :
wi., Tabm., cxem. - http:/biblioclub.ru/. - bubmmorp. B kH. - ISBN 978-5-8265-1477-1,
9K3EMIUISIPOB HEOTPaHHMUEHO

e Pomanenko, M. I'. CuCTeMBI 3JEKTPOHHOTO JOKYMEHTOOOOpoTa : ydel.-MeToj. mocodue /
Pomanenko M. I'. ; Ces.-KaB. denep. yu-r</font>. - Craspomnoar : CK®Y, 2015. - 97 c.,
9K3EMIUIIPOB HEOTPaHHMUEHO




