AHHOTanMs K padoyeii mporpamMme JUCHUNIUHBI
B1.B.J[B.01.01 ”THOOPMALIMOHHO-TOKYMEHTAIIMOHHOE OBECIIEYEHUE I'PAJKJIAH
U NOCETUTEJEN

O6bem Tpynoemkoctn:108 yac = 3 3a4eTHBIX CAMHUIIBI

Heab aucuumiamebl «MHPOPMALMOHHO-IOKYMEHTAMOHHOE OOEeCIeYeHne I'PpakJaH M IIOCETUTENeiD»
chopMHpOBaTh y CTYJCHTOB LEJIOCTHOE IPEICTABICHUE 3BOJIOUUM pPabOThl U 00 0COOEHHOCTAX
JOKYMEHTUPOBAHUS M CHEUU(PHUKH OpraHu3anuu paboTel c oOpameHusMu rpaxaad Poccuiickoit
®denepanuu.

3agauu AMCUUTIIIMHBI

Jis mocTrKeHus Lenei pelaroTest CISAYIOMUE 3a1a49d H3YYeHUS TUCIUTUINHBL:

Teopemuueckas kKomMnonenma.

1) u3yyeHrne HOpMaTUBHOW 0a3bl TOKYMEHTOB, PETYJIUPYIOINX PadOTy ¢ 0OpalIeHUSIMH TPaKIaH.
llosnasamenvhas KomMnowenma:

1)popmupoBanre Hay9YHOTO TPEACTABICHHS O COBPEMEHHBIX IOAXO0NaX K paboTre ¢ oOpalieHusIMHu
rpaXkJaaH;

IIpaxmuueckas KomMnonenma:

1) ¢opmupoBaHre HaBBHIKOB pabOT ¢ OOpaIIeHUSMHU TPakJaH ¢ MOMEHTa WX TOIYYCHHS 10 CIadyd B
apXWuB;

2) 03HaKOMJIEHHE C OPTaHNU3allMOHHBIMH BOIIPOCAMHU JIMYHOTO MPHEeMa I'pak/iaH.

MecTo AuCHUIIMHBI (MOIYJISI) B CTPYKTYpe 00pa3oBaTeIbHOMH MPOrpaMMbl

Hucnunnuna «HGOpMAMOHHO-IOKYMEHTALMOHHOE O0eclieueHNe MpHeMa IpakJaH M IOCETUTeNeid
otHOocuTcs K broky Jucuuruinael (Moxynn) o Beioopy 1 (/IB.1) yueOHoro mutaHa.

N3zyuaercst oHa BO 2 cemecTpe Ha 04HOU dopme o0yueHus1, 0azupyercs: Ha 3HaHUSIX, YMCHHUSAX U HAaBBIKAX,
MOJYYEHHBIX Ha IIEpPBOM Kypce MOATOTOBKH. B CBOIO odepens oHa oOecrieunBaeT U3y4eHUE CIEOYIOMNX
OUCLUIUIMH:  DJEKTPOHHbIE  apXWBbl M apXWUBHBIA  ayTCOpPCHHI, OCHOBBI  3JEKTPOHHOI'O
JIOKYMEHT0000pOoTa B OpraHu3aiuu, LIupoBsie TEXHOJOTUU B JOKYMEHTOBEJICHUN U apXUBOBCICHUH,
OCHOBBEI KOHTpOHbHOﬁ ACATCIIBHOCTHU B JOKYMCHTOBCACHNU U apXUBOBCIACHUHN U AP.

VYyebnas mnporpamma gucuUIUIMHBL «MHPOPMAIMOHHO-TOKYMEHTAIHOHHOE OOeCIeYeHne MpHeMa
TpaXXJaH W TOCETUTENEI»» MpelycMaTpUBAaeT MPOBEACHUE 3aHATHH B QopMe JIEKIMHA U MPaKTHYECKUX
3ansTHid. OHA MOJITOTOBJIEHA B COOTBETCTBUU TPEOOBAHUSMHU, NMPEIbsIBICHHBIMU ¢ TpeboBanusmMu OI'OC
BO 3++.

JocTiwkeHne I1eIM CONMPOBOXAAETCS PACKPBITHEM Iepell CTyASHTaMH 3HAa4YeHUS! DSJIEKTPOHHOTO
IMPaBUTCIILCTBA B Pa3BUTUH HABLIKOB pa60T C OGpaIIIeHI/IHMI/I rpa)xaaH ¢ MOMCHTa HX IIOJYUYCHHA 10
cmayn B apxuB. B xome oOy4yeHMs CTYIOEHTBHI [OJDKHBI HAyYUTHCS CO3HATENIFHO M PallMOHAJIBHO
UCIIOJIB30BaTh BO3MOXHOCTH, IperocTaBiIsieMble HH()OPMAIMOHHBIM OOECIeYeHHeM, IJIsi pEeLICHUs
Pa3zHOOOpPa3HBIX YIPaBICHYECKUX 3a7ad.

IMepeyens MUIAHUpPYEMBIX pPe3yJbTATOB O0yUeHHs MO AUCHUILUIMHE (MOAYJI0), COOTHECEHHBIX C
IUVIAHUPYEMBIMH Pe3yJIbTaTAMM OCBOEHHs 00pa30BaTe/IbHOM MPOrpamMMbl

W3yuenne naHHON y4eOHOW AMCUUIUIMHBI HANPaBJIEHO Ha (JOPMHUPOBAHKHE Yy OOYYAIONIMXCS CIETYIOIIHX
KOMIIETEHIUH:

Pe3ynbTarhl 00yUYeHUs MO TUCIUTUINHE
Kon n nHaumeHnoBanue mHANKaTOpa™ (3Haem, ymeem, eiadeem (HAGLIKU U/UU ONbIM
desimenbHoCmu))

IIK-4. CrnocofeH ocymecTBJATH PadoThl IO NPOCKTHPOBAHWI0O W BHEAPEHHMIO CHCTEMBbI
3JICKTPOHHOT0 IOKYMEHT0000p0Ta B chepe NOKYMEHTAIIMOHHOTO YIIPABJIEHHSI OPTraHNu3alHA

HIIK- 4.1. YyacTtByeT B paboTe 1Mo 3HaAET CHCTEMBI DJICKTPOHHOTO IOKYMEHTO000pPOTa
MIPOEKTUPOBAHUIO M BHEJIPEHUIO ‘YMeeT opraHu30oBBIBaTh Pa0OTy MO MIPOEKTUPOBAHUIO CHCTEMBI
CUCTEMBI 3JIEKTPOHHOTO 3JIEKTPOHHOTO JOKYMEHT0000poTa

JIOKyMEHT0000poTa B chepe HMeeT ombIT MO MPOEKTUPOBAHUIO M BHEAPEHUIO CUCTEMBI
JIOKYMEHTAllMOHHOTO yIIpaBJIeHUA AJIEKTPOHHOTO JIOKyMEHTO000pOTa B cthepe
OpraHH3alnu JIOKYMEHTAIIIOHHOTO YIIPABJICHUS OPTaHU3alHN

UIIK- 4.2. CiocobeH npuMeHsITh 3HaeT WHQOPMAIMOHHBIE CHCTEMBl B  YIPAaBICHYECKOU
CUCTEMBI 3JIEKTPOHHOTO JISATENIBHOCTU B OpraHu3aluu

JIOKyMEHT0000poTa B chepe YMeer  npuMeHATh  WHPOpPMAIMIOHHBIE  CHUCTEMBI B

JAOKYMCHTAIMOHHOI'O YIIPAaBJICHUA praBHeH‘{eCKOﬁ ACATCIIBHOCTHU B OpTraHu3aIliuu




P€3YJ'H>TaTLI 06y‘lCHI/I$I IO JUCHUIIIINHE

Kon n HaumeHoBaHME MHAUKaTOpa™ (3Haem, ymeem, eiadeem (HAGLIKU U/UU ONbIM
OdesimenbHoCm))
OpraHHU3aIuu [lpumeHseTr  HaBBIKM  WH(POPMAIMOHHBIX  CHCTEM B

ynpaBnqueCKOﬁ JACATCIIBHOCTH B OpraHru3aliu

IIK — 6. Crioco0eH 0CYLIECTBJSATH KOHTPOJIb MPOIECCa U CPOKOB MCHOJHEHHS JOKYMEHTOB B
OpraHM3anuu

UIIK- 6.1. Perymupyer KOHTpoJib | 3HA€T MpPOLECC W CPOKH HCHOJIHEHUS JOKYMEHTOB B
mporecca M CPOKOB HCIIOJHEHHUS | OpraHH3alliu

JOKYMEHTOB B OpTaHU3aluU YMeeT KOHTPOJIMPOBAaTh IPOLECC W CPOKH HCIOTHEHUS
JIOKYMEHTOB B OpTaHH3alHU

[lpumeHsieT HaBBIKM  KOHTpOJS  Mpolecca M CPOKOB
WCIIOJIHEHHS JOKYMEHTOB B OpraHHU3alliuH

UIIK- 6.2. OcymiecTrisier 3HaeT KOHTPONBHYIO JEATENHHOCTh B JOKYMEHTOBEICHUU U
KOHTPOJIBHYIO I€ATEIBHOCTD B ApPXUBOBEICHUHU OpPraHu3aluu
JOKYMCHTOBCIACHHUUN 1 Ymeer MIPpUMCHATH KOHTPOJIbHYIO JACATCIbHOCTD B
ApXMBOBEACHUH OpraHU3aluN JOKYMEHTOBEJCHUHU M APXMBOBEACHUH OpraHU3alMU

Nwmeer OIBIT KOHTPOJIbHOH JIeSATENbHOCTh B

JOKYMCHTOBCACHUHN 1 aPXMWBOBCACHUHN OpraHu3allun

Coaep:xaHue IMCHUTIUHBI:
Pacrnipenienenue BUa0OB y4eOHOM pabOThl M UX TPYAOEMKOCTH I10 pa3aeiaaM JUCIUILIHHBL.
Pa3nesnsl (TeMbl) IUCHUILIMHBL, H3y4aeMble BO 2 cemecTpe (ouHas hopma oOydeHusI)

KomnnuectBo yacos
Bueayn
Ne HaumenoBanue pa3nenos (Tem) AymuaTopHas "
Bcero pabota TOpHas
pabota
J 113 JIP CPC
BBenenue. 3akoHoaTeNbHOE PETYINPOBAHHE U
1. HOPMaTHUBHO-METOANYECKOe oOecrieueHne paboThI C 18 4 8 6
OOpallleHUsIMU TPaXKIaH
2 Opranu3zaiys 1 perjiaMeHTaIus padoThl ¢ 00paICHUIMU 18 4 8 6
TpakJaH B OpraHax rocy/IJapCTBEHHOW BIACTH
3. Benenue nenonpon3BoAcTBa M0 00paIIeHUsIM TPaKIaH 18 4 8 6
4. ObecneueHne JIMYHOro NprUeMa rpakaaH U IOCETUTENEH 18 4 8 6
HUTOI'O no pazdenam OuCyuniIuHbl 72 16 32 24
KonTtpoins camocrostensHoit paboTsl (KCP)
[Mpomexyrounas arrectanus (MUKP) 0,3
[TonroToBKa K TEKyIeMy KOHTPOJTO 35,7
O01mas TpyI0eMKOCTh IO AUCIUTUIHHE 108

[Ipumeuanue: JI — nekruu, I13 — npaktudeckue 3auatusi / ceMunapsl, JIP — nmadoparopusie 3austust, CPC
— caMoCTOsATeNbHAs PaboTa CTyIeHTa

KypcoBble paGoThbl: He IPeyCMOTPEHBI
®opMa NpoBeeHUs ATTeCTALNH 10 JUCHUIUINHE: 3K3aMEH

ABTOP: TIpenojiaBatels kKageIpbl 00IIero, CTpaTernieckoro, THQOPMAIIMOHHOTO MEHEPKMEHTA 1
ousnec-miporeccoB CenuBanosa E.I1.



