JucuumuimHa «J{okyMeHTallmoHHOE oOecrieueHre YIpaBlIeHUs» IpeJHa3HaueHa
JUISL caymaTeniel o0yJaronuxcs o nporpamme «byxraitepckuit yuer».

Llenbto OCBOCHMS JUCLUIUIMHBI ABISETCSA IPUOOPETEHUE CTYACHTaMH KaK
TEOPETUYECKUX, TaK U MPAKTUYECKUX HABBIKOB B JIEJIONPOU3BOJICTBE.

3aaun U3y4eHUs! JUCIUTUIMHBI «Jl0OKyMEHTalMOHHOE 00eCTIeYeHHEe YIIPaBICHUS:

—  M3YYHUTH KJIACCHU(PUKAIHIO IOKYMEHTOB, TPEOOBaHUS K MX O(OPMIICHHUIO;

—  M3Y4YHUTb OPraHU3ALMIO JOKYMEHTOO00POTA.

B pesynbraTe 0cBOSHUS AUCUUILIMHBI O0YYaIOIMNACS T0JIKEH YMETh:

—  o(opMIIATh JOKYMEHTAIIHIO B COOTBETCTBUH C HOPMATHBHOM 043014, B T. 4. C
UCII0JIb30BaHNEM NH(DOPMALMOHHBIX TEXHOJIOTUH;

— OCBaMBAaTh TEXHOJIOTMU aBTOMATHU3HPOBAHHON 00pabOTKU TOKYMEHTAIINH;

— HCHOJIb30BaTh YHU(PUIMPOBaHHbBIE (POPMBI IOKYMEHTOB,

—  OCYILECTBIISITh XPaHEHUE U MOUCK JOKYMEHTOB,;

—  HCHOJIb30BaTh TEJIEKOMMYHHUKAIIOHHBIE TEXHOJIOTUH B 3JIEKTPOHHOM
JIOKyMEHTOO0O0pOTE;

B pe3ynbrare ocBOeHUs TUCHUIUIMHBI 00YYaIOIINICS JOKEH 3HATh!

— TOHSTHE, UENH, 33/1a41 U IPUHIUIIBI JEJI0NPOU3BO/ICTBA;

— OCHOBHBIE ITOHATHS JOKYMEHTAILIMOHHOTO 00ECIICYEHUs! YIIPaBIICHHUS;

—  CUCTEMbI JOKyMEHTAllMOHHOTO 00eCeYeH s yIpaBIICHNUS;

—  KJIacCH(PUKALUIO TOKYMEHTOB;

— TpeOOBaHUs K COCTaBJICHUIO U O(OPMIICHUIO IOKYMEHTOB,

— OpraHu3alMIo JOKYMEHTOO00pOTa: MpHeM, 00paboTKy, perucTpanuto, KOHTPOIb,
XpaHEeHUe JOKyMEHTOB, HOMEHKJIATYpy JeJl.



