AHHOTaIuUs K pabodeil mporpaMMbl TUCITUTUTHHBI
«b1.B.05 HopmaTuBHO-MeTOAMYECKOE 00ecniedeHNe 3JIEKTPOHHOI0 IOKYMEHT0000poTa)

O0bem TPpY10eMKOCTH: 4 3a4ETHBIX €ANHUIL

Heap aucuumiMHbl — cHOPMHPOBATH Yy CTYJIEHTOB IICIOCTHOE NPEICTABICHUE 00
OpraHu3aIMu SJIEKTPOHHOTO JOKYMEHTOO0OpOTa, @ TAKKE O €ro METOJIUYECKOM OOeCIeUeHHUH.
CdopmupoBaTh HaABBIKH B HCIIOIH30BAaHUH JOKYMEHTOB B DJIGKTPOHHBIX apXHUBAX C COOJIIOICHUEM
HOPMAaTHBHO-TIPABOBBIX HOPM.

3agauu QU CHUILIAHbBI

JIst MOCTHXKEHUS 1IeJIeH pemaroTCsl CISAYIONTUE 3aa4l U3YYCHUS JUCITUTUTHHBI:

Teopemuueckas KOMnOHeHMA.

1) u3ydeHre HOpMaTUBHOM 0a3bl IOKYMEHTOB, PETYJIMPYIOMUX padOTy € AIEKTPOHHBIMU
JIOKYyMEHTaMU;

2) W3y4YeHHE OCHOBHBIX TEPMHHOB B 00JIACTH SJEKTPOHHOTO JOKYMEHTOOOOpOTa M
JIeTI0NPOU3BO/ICTBA.

Tlosznasamenvrnas komnonenma.

1) u3ydeHnue mporecca u 3a/1a4 BHEIPSHHS CHCTEM 3JIEKTPOHHOTO JJOKYMEHTO000pOTa B
paboTy opraHoB rocyaapcTBeHHOM BnacTu KpacHomapckoro kpas, IOpUAHMYECKUX U (PU3MUIECKUX
JINII.

2) u3y4YeHHE OTEYEeCTBEHHOTO M 3apyOeKHOTO OIbITa B 00JIaCTU NPUMEHEHUS
AJIIEKTPOHHOTO JOKYMEHTOO0O0POTA.

Ilpakmuueckas komnonenma:

1) ymenwue chopMyarpoBaTh TpeOOBaHMS K CUCTEMaM 3JIEKTPOHHOTO JOKYMEHTOO0O0POTa;

2) 3akperjieHHe y CTYACHTOB YMEHUU MOJb30BaThCS MOIYYECHHBIMU TEOPETHUUYECKUMU
3HAHUSIMU TIPU PEIICHUU NMPAKTUUECKUX 3a/1a4;

3) oOydeHue opranuzamnuu paboThl PyKOBOIUTENEH, CIISIUATNCTOB U TEXHUYECKOTO
MepCcoHalIa C JOKYMEHTaMH B CUCTEMAX JIEKTPOHHOTO JJOKYMEHTO000pOTa;

4) ymeHnue paboTaTh ¢ CHCTEMaMH 3JIEKTPOHHOTO IOKYMEHTO000pOTa B MH(POPMAIIMOHHO-
TEJIEKOMMYHUKAIMOHHOU ceTh « HTepHeT.

Mecto nucuunminudbl B crpykrype OIIOII BO:

JucuuImmmHa «HopMaTuBHO-MeTOANYECKOE odecreyeHne JIEKTPOHHOI'0
JAOKYMEHT0000p0Ta» MPUHAIICKUT K 4acTH, (GopMHpyeMON ydyacTHHUKaMU oOpa3oBaTElIbHBIX
oTHopieHuit 6;oka b1 "/lucuurmimael (Moxynn)" yuebHoro riaHa. B coorBercTBuM ¢ pabounm
y4eOHBIM IIJIaHOM JAMCLMITIINHA U3y4aeTcst Ha 1 Kypce 1o ouHoi 1 Ha 1 kypce 1o 3a04Hoi popme
o0ydeHusl.

JUjis yCIeIHOT0 YCBOSHUS JUCIMILIMHBI HEOOX0AUMO, YTOOBI MATUCTPAHT UMEJ 3HAHUA,
YMEHHUs, BIaJICHUE W HaBBIKW B oObeme TpeboBaHMi aucuuiuinH: «MHpopmaTtuka» wuiau
«HpopMaIMOHHBIE TEXHOJIOTUN) N3yYaeMbIX B OakajgaBpHare.

B cBoto ouepenb, M3yuyeHHE AUCLUIUIMHBI OOECIEYHMBAET BO3MOYKHOCTH YCHEIIHOTO
OCBOEHHUSI CTYJIEHTaMH CIEAYIOIUX JUCHUIUIMH OCHOBHOM 0Opa3oBaTeIbHOM IpOrpaMMbl:
DJeKTPOHHBIE JOKYMEHTHI B KaJJpOBOH paboTe, Y paBieHHe KOPIOPATUBHBIM KOHTEHTOM.
TpeGoBaHusi K yPOBHIO OCBOCHHS TUCHUTIIUHBI

W3ydenne naHHOM yuyeOHOM AMCUMIUIMHBI HampaBlieHO Ha (OpMHpOBaHHUE Y
00y4aromuUXCsl CASAYIOUUX KOMIIETEHIUI:

KO)_I 1 HAUMCHOBAHUE UWHAUKATOPA JOCTUIKCHUSA

PC3yJ’IBTaTLI 06yquI/m 10 JTUCHUIITIMHE
KOMIICTCHIINH

IIK-5. Ynpasienue pa3padoTKoii 10KaJbHbBIX HOPMATHBHBIX AKTOB OPraHN3aIUH 110 BONIPOCAM
YIpaBJIeHHUs ee JOKyMeHTANUeH

HNIIK 5.1 — 3HaeT OCHOBHBIC 3aKOHOJAATENbHBIE M | 3HaeT  (QYHKIMM  DJIEKTPOHHOTO  JIOKYMEHTOOOOPOTa;
HOpMaTWBHBIE  akTel P®,  Meroandyeckwe | HOPMATHUBHBIE JOKYMEHTEI, HOPMATHBHYIO 6azsy,
PerITaMeHTHPYIOUIYIO 3JIEKTPOHHBIA JOKYMEHT0000pOT




KOH 1 HAUMCHOBAHUEC UWHAMUKATOPA JOCTUIKCHUSA
KOMIICTCHIIH

P€3yJ'IBTaTI)I 06y‘{eHI/IH 10 JTUCLHUIITIMHE

IIK-5. Ynpasienue pa3padoTkoii 10KaJIbHBIX HOPMATHBHBIX AKTOB OPraHN3allUH 110 BONIPOCAM

yIpaBJeHHus ee J0KyMeHTAlueH

JOKYMEHTBI,  COAep)Kalmue  TpeOOBaHMSA

YIPaBICHUIO TOKyMEHTAIHEH;

K

UIIK 5.2 — cmocobeH pa3pabaThiBaTh CIUHYIO

JEHCTBYIOIINE MEKTyHAPOIHBIE CTAaHAAPTHI, CIeU(UKaN
1 TEXHUYIECKUE OTUETHI, HCIIOJIb3yEMBIE B c(epe yIIpaBIeHUS
QMIEKTPOHHON IOKyMeHTauumell © WHPOPMAaIHOHHBIMHU
TEXHOJIOTHSIMU YIIPABICHUS

HOJINTUKY yIpaBJICHUA JOKYMEHTAllUCH | VMeeT ompeensTh MPaBHIbHOCTh OGOPMICHHS PEKBU3HTOB

Oprannsalniun 9JIEKTPOHHOTO  JOKYMeHTa;  (opMyJIUpoBaTh  oOIIHe
TpeOOBaHUs K TEKCTY AJICKTPOHHOTO TOKYMEHTa

UIIK 5.3 — cnocoGen opraHnsoBaTh paboTEI 1o Bnaneer noHMMaHumeM ~— mpaBWIIBHOCTH  odopmileHHUs

CO3AaHHI0 " BHCAPCHUIO JIOKANBHBIX | noxymenTammm; 3HAHMAMH B OGNACTH CHCTEMATH3AIlHH

HOpMATHBHBIX aKTOB  OpraHMsallin 10 | HjeKTPOHHBIX JOKYMEHTOB; 3HAHMAMH O MOAXOAAX K

YHpaBJICHHMIO IOKyMCHTALMCH BHEAPCHUIO CUCTEM BJICKTPOHHBIX TOKYMEHTOB

IIK-6. VYmnpapieHHe @NpOeKTaMH 10 BHEJPECHHI0 KOPNOPATHBHOH  CHCTeMBI  3JIEKTPOHHOIO

JOKYMEHT0000pO0TA OPraHu3alii i pa3padoTKe CTPaTerny ee pa3sBUTHUS

HUIIK 6.1 — cnocoOeH aHanmM3upoBaTh U BHIOUpATh | 3HAET COBPEMECHHBIE TEHICHLIUH pa3BuUTHA

ONITHMAJIBHYIO cucTeMy JIEKTPOHHOTO | MH()OPMAIMOHHBIX TEXHOJOTMH B OOJNACTH YHpaBICHHSA

JOKyMEHTOO0OpOTa,  OTBEYAIOIIYI0  3a/JadaM | BJICKTPOHHBIM JOKYMEHTOO00OPOTOM

OpraHM3aIH; YMeeT BBIAEHATH yPOBHH  pa3BUTHS  OpPTraHHU3ALUH,
XapaKTepU3yIOUINecss  pa3HOH  CTENEHBIO  BHEIPEHHSA

UIIK 6.2 — crocobeH MIaHMPOBATB OTAIbl M | 37eKTPOHHOIO JIOKYMEHTO000pOTA. AHanu3upoBath

paboThI [0 BHEAPCHUIO KOPIIOPATUBHOMN CHCTEMBI | coBpeMeHHbIC MIpOrpaMMHBbIE MPOILYKTHI CUCTEM

QJICKTPOHHOT'O JIOKyMeHTOO60p0Ta OpraHuzanuun

9JIEKTPOHHOTO IOKYMEHT0000poTa

BﬂaueeT npueéMaMu " MCETOJaMU BHEAPCHUA CUCTCM
9JIEKTPOHHOTO JIOKYMEHT0000poTa

YMeeT pyKOBOIUTH IPOCKTUPOBAHMEM U BHEIPEHHUEM
KOPHOPATHBHON CHCTEMBI 3JIEKTPOHHOTO TOKYMEHTO000POTa
OpraHu3aluu

Conep:xanue qMCUUILTHHBI

Pacnpenenenue Bu10B ydeOHON pabOThI M UX TPYJOEMKOCTHU IO pa3JienaM JAUCHUIIUHBIL.
Pa3nens (Tembl) quctuIuivebl, n3ydaemsle B 1 cemectpe (ODO)

KonugectBo yacos
Bueayaut
No HanmenoBanue pa3zienoB (Tem) AyaaropHas op}?asl
Bcero pabora
pabora
JI 113 JIP CPC
1 BBezenue B 3J1€KTpOHHBIN IOKyMeHTOoO00poT. HopmaTusHo- 30 4 ] 18
) mpaBoBasi 0a3a MMEKTPOHHOT'O JOKYMeHTooOopoTa Poccun
ABTOMaTH3a1Ms TOCYJapCTBEHHBIX ITPOIIECCOB.
2. 2 30 4 8 18
MeXBEeTOMCTBEHHBIH JOKYMEHTO000POT.
3 ONEeKTPOHHBINA JOKyMEHTOO0OPOT B OpTraHax MCIOIHUTEIbHON 30 4 8 18
) BitacTu KpacHozmapckoro kpast
4. OnexTpoHHBIE apxuBbl. KoHpHIEHIIMATbHOE JeIONPOU3BOACTBO. | 27 4 8 15
UTOI O no pazdenam oucyuniunsl 117 | 16 32 69
KonTtpons camocrosrensroi padoter (KCP) -
IIpomexxyTtounas arrecranus (UKP) 0,3
[ToAroTOBKA K TEKyIIeMY KOHTPOJIIO 26,7
OO6mas TpyJ0€MKOCTh 1O JUCIUILINHE 144




Paznensl (Tembl) AUCIUIUIHHBL, H3y4aembie Ha 2 Kypce (3DPO)

KomnaecTBo gacoB

A Breayaut
No HammenoBanwme paznaenos (Tem) yautropHas opHas
Bcero pabota
pabora
JI 113 JIP CPC
BBeneHue B 3NIEKTPOHHEBIH JOKYMEHT0000poT. HopMaTuBHO- 36 4 4 73
‘ImpaBoBas 6a3a 3JIEKTPOHHOTO TOKyMeHToo0opoTa Poccuu
ABTOMaTH3aIMSI TOCYJAPCTBEHHBIX IIPOILIECCOB.
2. 2 36 4 4 28
MeXBeJTOMCTBEHHBIH JOKYMEHTO000POT.
3 DNEeKTPOHHBINA JOKyMEHTOO0OPOT B OpTraHax MCIIOTHUTEIHHON 3 ) ) 73
) Brnactu KpacHogapckoro kpas
4. OnekTpoHHbIe apXxuBbl. KoHQUICHIIHATBHOE ASTOPON3BOACTBO. | 31 2 4 25
HUTOI'O no pasoenam oucyuniurvl 135 | 12 14 109
KoHTpoas camocTosrensHoM paboTsl (KCP) -
IIpomexyTounas arrectanus (MKP) 0,3
TlonroroBka K TEKyIeMy KOHTPOJIIO 8,7
OO61mas TpyJ0eMKOCTh 1O JUCIMILTHHE 144

KypcoBas padora: He npeycMOTpeHa
dopmMa NpoBeeHUs] ATTECTANUM MO JIMCUUILIHHE: YK3aMEeH
ABTtop: Cenuanosa E.I1.




