AHHOTAUUA K padoveil mporpaMMe TUCHMILIAHBI .
b1.B./1B.02.01 HOPMATUBHO-METOANYECKASA BA3A JOKYMEHTHOHU
JAEATEJBHOCTU B OPTAHU3ALIUN

O6bem Tpynoemkoctu: 108 yac. = 3 3a4eTHBIC €TUHUIIBI

Hesab AMCHUIUIMHBE. CYOPMHUPOBATH Y CTYACHTOB LIEJIOCTHOE MPEACTABICHUE 00 OpraHU3aIiy
JTIOKYMEHTO000pOTa, a Takxke o ero Meronuyeckom oOecrieueHuu. ChopMUpOBAaTh HABBIKH B
UCTIOJIb30BaHUH JIOKYMEHTOB B apXHUBAaX C COOJIIOJICHHEM HOPMATUBHO-TIPABOBBIX HOPM.

3agauyu AUCHMILINHBI

Jlis noctrkeHus 1enel penaroTcs CASAYOIUE 3a1a4d U3yYeHUs JUCIIUILINHBL:
Teopemuueckas KOMnOHeHMA:

1) u3yueHre HOPMATUBHOW 0a3bl JOKYMEHTOB, PETYIUPYIOUINX PadOTy C TOKYMEHTAMU;

2) u3y4eHue OCHOBHBIX TEPMUHOB B 00J1aCTU JOKYMEHTOOOOPOTa U JIETONPOU3BO/ICTBA.
llo3nasamenvnasn komnoHenma:

1) wu3ydyeHHe OTEUECTBEHHOT0O M  3apyOEKHOTO oOmbiTa B  00JacTM NPUMEHEHHS
JIOKYMEHTO000pOTA.

Ilpaxmuuyeckas komnonenma:

1) ymenue chopmMyarpoBaTh TpeOOBaHUS K TTOTOKaM JOKYMEHTOB,

2) 3aKpeIuieHre Y CTYJCHTOB YMEHUH IMOJIb30BaThCs MOMYyUYEHHBIMH TEOPETHUECKUMU 3HAHUSMU
IIPU PEIICHNUU IPAKTUYECKUX 3a/1a4;

3) ymenme paboTaTh C  cUCTeMaMu  JOKyMeHTooOopora B  MH(OPMAalUOHHO-
TEJIEKOMMYHUKAMOHHOU ceTh « HTepHeT.

MecTo nucuunIuHbI (MOIYJIfA) B CTPYKTYpe 00pa3oBaTeIbHOH IPOrpaMMbl

Hucnummna «HopMaTiuBHO-MeTonn4eckas 0aza JOKYMEHTHOM JEATENIbHOCTH B OPTaHU3ALIAN)
MPUHAJICKUT K 4acTh, GOPMUPYEMON yJyaCTHHKAMHU 00Opa3oBaTeNbHBIX OTHOIIEeHUN Oioka bl
" Mucuurmuael (Moayn)" yueOHoro miana Juciuminael (Moayin) mo Beioopy 2 (IB.2).

Jlist yCenHoro yCBOSHHsI TUCIUILUIMHBI HEOOX0IMMO, YTOOBI OakajiaBp WMeEN 3HAHUS, YMEHHUS,
BJIQJICHHE U HaBbIKU B 00beMe TpeOOBaHUN JUCHUIUIMH: «JlOKyMEHTOBEIEHUE» WU
«HpOpMaIIOHHBIE TEXHOJIOTHI» N3YYaeMbIX B OakanaBpuarte.

B cBoto ouepenp, M3yueHHE NUCHUIUIMHBI 00ECIEYMBAET BO3MOKHOCTb YCHEIIHOI'O OCBOEHUS
CTYJEHTaMH CJEIYIONINX JUCHUIUIMH OCHOBHOW 00pa3oBaTeNbHOM MPOrpaMMbl: DJIEKTPOHHbBIE
JIOKYMEHTBI B KaJpoBoil pabore, OCHOBBI 3IEKTPOHHOTO JTOKYMEHTOOOOpOTa B OpraHM3alii,
VYmpaBieHrue KOprnopaTuBHBIM KOHTEHTOM.

Ilepeyens mnuIaHupyeMbIX pe3yJbTaTOB O0y4YeHHSI 10 JAUCHHUIUIMHE (MOAYJ10),
COOTHECEHHBIX C IVIAHUPYEMBIMH Pe3yJIbTATAMH OCBOCHHS 00Pa30BaTEJIbHOI MPOrpaMMbl
N3ydyenue naHHOM y4eOHON AMCLUMIIIMHBI HAIMpaBlIEHO Ha (OPMUPOBAHHME Yy OOYHAIOIIMXCS
CIIEYIOIINX KOMIIETEHIIUMN:

Kon 1 HaumeHoBaHue
« PesynbTarel 00y4eHns 10 JUCIUTUIHE
WHANKATOpa
IIK-1. CiocoOeH pa3pabaTeIBaTh U BHEAPATH JIOKAIHHBIE HOPMATHBHBIE aKThI 110 JOKYMEHTAIIHOHHOMY
00eCTeYeHUIO YIIPaBJICHHUS OpraHu3alen
HUIIK 1.1 —Coocoben | 3HaeTr GYHKUMM JOKYMEHTOOOOpPOTa; HOPMATHBHBIE JOKYMEHTHI,
pa3pabaThiBaTh JIOKAIbHBIE | HOPMATHBHYIO 6asy, perIaMeHTHPYIONIYIO 3JIEKTPOHHBIH
HOPMAaTUBHBIE aKThl 10 | JOKYMEHT000OpOT
JIOKYMEHTAllHOHHOMY YMeer onpeaessiTh NpaBUIBHOCTh OQOPMIICHUSI PEKBU3UTOB IOKYMEHTA
00€CIIeUeHHI0 YNIPaBJIeHUs | BajeeT NOHMMAaHUEM MPABMILHOCTH O(POPMIIEHHS [OKYyMEHTAIUK;
OpraHm3anuein 3HAHUSAMH B 00JIaCTH CHCTEMAaTH3AINH TOKYMEHTOB
UIIK 1.2 - Baeagpser | 3naer (QyHKOIMM JOKYMEHTOOOOPOTa; HOPMATHUBHBIE JIOKYMEHTHI,
JIOKaJIbHbIE HOPMATHBHBIE | HOPMAaTHBHYIO 6asy, peraMeHTHPYIONYIO 3JIEKTPOHHBIH
AKTBI o | JOKYMEHTOOOOpOT  ACHCTBYIOIIME  MEXIyHAapOAHBIE  CTaHAAPTEHI,
JIOKYMEHTAIlMOHHOMY cneuduKaM¥ W TEXHUYECKHE OTYEThl, HCIOJb3yeMble B cdepe




Kon n nammenoBaHnue

I/IHI[I/IKaTOpa* P€3y.]'IBTaTI>I O6y‘{€HI/I$I 10O JUCHHUILINHE

00eCIEeUYeHUIO YIpPABICHUS | YIPaBJICHUS JOKYMEHTalMed W HWH()OPMAIMOHHBIMU TEXHOJOTHUSIMU
opra"uzaiuei YIpaBICHUS

YMeeT ornpenensiTh MpaBUIbHOCTh 0()OPMIICHHS PEKBU3UTOB IOKYMEHTA;
(hopMyIIMpOBaTh 00IIME TPEOOBAHUS K TEKCTY JICKTPOHHOTO JOKYMEHTA
Brnageer moHuMaHWeM TPaBUIBLHOCTH OGOPMIICHUS JIOKYMCHTAIIWY;
3HAHUAMHA B OOJIACTH CHCTEMATH3allMd JOKYMEHTOB; 3HAHMSIMH O
MOIX0J]aX K BHEAPEHHUIO CHCTEM DJIEKTPOHHBIX JTOKYMEHTOB

Conep:xkaHue TUCHUTLUIMHBI:
Pacripenenenuie Bu1oB yueOHOM pabOTHI M UX TPYIOEMKOCTH IO pa3/ieiaM JUCITUILIAHBL.
Paznensl (TeMbl) IUCHUILIMHBL, H3y4aeMble Ha 2 Kypce (3aouHast popma o0ydcHHs)

KomnnuectBo yacos
Breaynn
Ne HaumenoBanue paszienos (Tem) AymuTopHas TOpH};UI
Bcero pabota
pabota
J | 113 JIP CPC
1 [ToHsiTHE M HOPMAaTHBHO-METOANYECKast Oaza 26 | 2 4 20
JIEJIOTIPOU3BO/ICTBA.
2  |TpebGoBanwus K 0hOpMIICHHIO YIIPaBIEHUSCKUX IOKYMEHTOB | 26 2 4 20
3 |CucreMbl TOKYMEHTAIUH 28 4 4 20
4. |Opraams3anmsi JOKYMEHTO000pOTA. 24 2 6 16
HUTOI'O no pazoenam oucyuniuHul 104 | 10 18 76
KoHTpoas camoctosTensHoi padoThl (KCP)
ITpomexyTtounas arrectauus (MKP) 0,2
[ToaroToBKa K TEKyIIEMY KOHTPOIIO 3,8
OO6m1ast TpyI0EMKOCTh IO TUCITUTUINHE 108

[Tpumeuanue: JI — nexnuu, [13 — mpaktuueckue 3aHsTHs / cemuHapbl, JIP — nmaGopaTtopHble
3anstusa, CPC — camocrosTensHas paboTa CTyIeHTa

KypcoBbie padoThl 110 IUCHUIUIMHE HE IPEYCMOTPEHBI
®opma npoBeeHUs ATTECTALUM N0 TUCHUIINHE  3a4eT

ABTOp: nIpenoaaBarens Kadeapsl 00IIero, CTpaTernueckoro, THPOPMaIMOHHOTO MEHEKMEHTA
u OusHec-nipoueccoB CenuBanona E.I1.



