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AHHOTanus pado4yeid MporpamMmbI
AUCHUIIMHBI «JOKYMeHTHPOBAHNE YIIPABJIEHYECKOI IeATeJbHOCTH

OO6miast TpyJ0EMKOCTh JUCHMIUIMHBI COCTaBisgeT 3 3a4. eauuuil, 108 yacos,
dbopma mpoMeKyTOUHOM aTTECTAlUK — 3a4eT.

[IporpaMMoOM JHUCHMIUIMHBL TNPEAYCMOTPEHBI CIEIYIOIIME BHIbI 3aHATHU:
JIEKIIUOHHBIE; PAKTUYECKHUE; CAMOCTOSTENIbHAS paboTa 00y4JaroIerocs.
VY4eOHbIM MI1aHOM IpegycMoTpero P13,

JucuuiuimHa npelycMaTpUBaeT U3YYeHUE CIEAYIOIUX OCHOBHBIX Pa3/ciIoB:
JIOKyMeHTallMOHHOE o0OecreueHne KoMMepUeckoro npeanpusatus. TpeboBaHus k
OnmaHkaM  JOKyMeHTOB  mpenmpustus. OOmue  npaBuina  odOpMIICHUS
yIpaBICHYECKUX JOKYMEHTOB. COCTaBJIEHHE TEKCTOB CIIy>KEOHBIX JOKYMEHTOB.
OcHOBHbBIE NOKYMEHTHI ynpaBieHusa. CoBpeMeHHOE IeinoBoe mucbhmo. JlenoBoe
NUCbMO B ycioBusX yHu(pukauuu. [IpaBuna odopmileHHs AETO0BOTO MUCHMA.
KoMIbroTepHBIE TEXHOJIOTMM TOJTOTOBKM JOKYMEHTOB. Kommbrorepusanus
JEJONPOU3BOJCTBA. [Hopsimox OpraHHU3alnuH JOKYMEHTOO000pOoTa c
UCIIOJIb30BAaHUEM CPEACTB TeleKoMMyHUKauu. OducHble uHGOOpPMAIMOHHbIE
cucteMbl. H(poOpMallMOHHBIE TEXHOJIOTMM OOECIEeUeHUs  YIPaBICHUYECKON
nesteabHoCTH. OCHOBBI OpraHu3alKi MH()OPMAMOHHBIX TexHoJIoruil. [loHsATHE 1
Kiaccuukanus HHPOPMALMOHHBIX TEXHOJOTUW. OCHOBHBIE ATambl Pa3BUTHUS
UHPOPMALMOHHBIX TexHoJorui. CTpykTypa HMH(POPMAIMOHHBIX TEXHOJOTUMN
o0ecrieyeHusl yHpPaBJICHUYECKOW JEATENbHOCTH. OJIEKTPOHHAas KOMMYHHUKALHS.
[Tonsitne M GyHKIMK AIEKTPOHHONM KOMMYyHUKaruu. [IpaBuiia BeneHus IeI0BOU
6ecenpl. Cuctema moarotoBku kK Oecene. Ilmanwl menoBoii Gecenpl. CTpykTypa
nenoBoi Oecenbl. OpraHu3zaius TPOTOKOJBHBIX Meponpusituil. IleperoBopsl.
[Tpesentanuu. OpraHuzanuss ¥ NPOBEIEHUE JIEJIOBBIX BCTpedY, COOpaHui,
COBCILIAHUM.



