AHHOTaNus K padoyeil NporpaMMbl JHCHHILIMHBI .
b1.B.04.11 OCHOBBI 3JIEKTPOHHBIX TOKYMEHTOB B KA/IPOBOU PABOTE

O0bem TpynoemkocTH: 108 yacoB = 3 3a4ETHBIX €IMHULIBI

Heas aucnumiuHbl: GopMUpOBaHHE KOMIIETCHIIMA, HAMPABICHHBIX HA OCBOCHHE CTYICHTAMH
MpaBUI pabOThI C 3JIEKTPOHHBIMU JTOKYMEHTaMHU B cepe YIpaBleHHs MEPCOHAIOM, U HaBHIKOB
paboThI B cHCTEMAax 3JEKTPOHHOTO IOKYMEHTOO0OpOTa B 00JIaCTH KaJpOBOil pabOTHI.

Llenu AuCHMIINHEL

— (opmupoBaHUe NPeICTaBICHNUHN O MPUHIUNAX (YHKIIMOHUPOBAHUS U TPUMEHEHHUS AJIEKTPOHHOTO
KaJJpOBOT0 IOKYMEHTOO00POTa;

— mpuOOpeTeHHe 3HAHWKH O JOKYMEHTAIIMOHHOM OOECICUCHHH YIPABICHHS IEPCOHATIOM,
CTPYKType U (YHKIHMOHATBHBIX BO3MOXHOCTSX KaJpPOBOTO 3JIEKTPOHHOTO JOKYMEHTO00O0pOTa B
COBPEMEHHBIX OpraHU3aIusX;

— OBJAJICHHEC HaBbIKAMH paOOTHl C JJIEKTPOHHBIMH JOKYyMEHTAaMHU B cdepe yIpaBIICHHs
MIEPCOHAJIOM.

3agauu IMCUUILIMHBI:

— H3YYUTh HOPMATUBHYIO OCHOBY pabOTHI C AJIEKTPOHHBIMHU JIOKYMEHTaMHU B cepe KaIpoBou
paboThI;

— M3YYHTh OCOOCHHOCTH pabOTHI C DSJCKTPOHHBIMH JIOKYMEHTaMH B KaJPOBOW CITyKOe
OpraHu3alyy;

— BBUICIIMTH JTallbl BHEIPEHUS DIIEKTPOHHOTO JOKYMEHTOOOOpPOTa B CHCTEME YIIPABICHHUS
[IEPCOHAJIOM OpraHU3aluy;

— Hay4yuTbCs OPraHU30BHIBATH PAa0OTy C SJIEKTPOHHBIMU JTOKYMEHTaMH B KaapoBOW paboTe B
OpraHMu3aIliy.

MecTo IMCUMIIMHBI B CTPYKTYpe 00pa30BaTeIbHOI POrpaMMbl

Hucrtummuaa «OCHOBBI JIEKTPOHHBIX JOKYMEHTOB B KaJpoBOW paboTe» oTHocuTcs K bioky 1
Jucuuiumael  (MOIYJIM) 4YacTH, (OPMHpPYEeMOW YYacTHHUKAMH OOpa30BaTEIbHBIX OTHOIICHUH,
Monynb 4 «udpoBbie TeXHOIOTHH B YIIPABICHUHU JOKYMEHTAIMEH» y4eOHOro I1aHa.

JlaHHast TMCIUIUIMHA U3y4YaeTCsl B TPETHEM CEMECTpe Ha OYHOM (hopMe U Ha BTOPOM Kypce 3a04HOM
dopme oOyueHus1, Oazupyercss Ha 3HAHUAX, YMEHUSX U HABBIKAX, MMOMYYEHHBIX HAa MEPBOM Kypce
NoAroToBKU. JuciurumHa obecrieurBaeT GOpMUPOBAaHHE 3HAHUI U HABBIKOB CTYACHTOB B cepe
WCIIONIb30BAHUS DJICKTPOHHBIX KaJIPOBBIX JOKYMEHTOB U BHEIPEHHUS CHUCTEMBI KaJpPOBOTO
AIIEKTPOHHOTO JOKYMEHTO000POTA.

B cBoro ouepens oHa oOecrmeunBaeT M3y4YCHHE ClEAyOmMX auciuruinH: «MuadopmanmronHo-
JIOKYMEHTAIMOHHOE 00eCIeUeHrEe TPYJOBBIX OTHOIICHUW», « DJIIEKTPOHHBIC apXUBbI U APXUBHBII
ayrcopcunr», «lludpoBble  TEXHOJOrMM B  JIOKYMEHTOBEIEHHM U  apXUBOBEICHUNY,
«CTparernyeckoe yrnpaBjieHUe JOKYMEHTAIUEH OpraHu3aiuuy u Jp.

VYyeOHast mporpamMma AUCHUILTHHBI «OCHOBBI DIIEKTPOHHBIX JOKYMEHTOB B KaJpOBOM paboTte»
npeaycMaTpuBaeT MpoBeeHHE 3aHATHI B (hopMe JIeKIUi U mpakTHueckux 3aHsaTuid. [Iporpamma
MOJrOTOBJIEHA B COOTBETCTBUM TPEeOOBAaHUSIMU, ITpebsiBIeHHbIMU ¢ TpeboBanusmMu ®I'OC BO.
TpeGoBanus K YypOBHIO OCBOCHMS THCHUTLINHBI

N3ydyenne nanHOW y4ueOHOW IUCIUIUIMHBI HAMpaBiIeHO Ha (OPMHUPOBAHHE Yy OOYUaOIIUXCA
CHEAYIOINX KOMITETEHIUH:

KO,Z[ W HAUMCHOBAHUC MHIUKATOpA PC3YJ'ILT2[TLI O6y‘{eHI/I}I IO JUCIUIIIIMHE

IIK-2. Cnoco0eH Kk OpraHu3anuyi J0KYMEHTHPOBAHHS YIPABJICHYECKOH 1esITeJIbHOCTH B
OpraHu3anuu

HIIK-2.1. — OpTaHU3yeT 3Haer OpTraHU3aIUIo JTOKYMEHTHUPOBAHUSA
JOKYMEHTUPOBAHUE YIIPABIECHYECKOW | YIIPABIICHUECKOM  JEATEIIbHOCTH M KaJgpOBOro
JIEATEIIbHOCTH B OPraHU3AIUU ANEKTPOHHOTO JJOKYMEHT0000poTa

VYmMmeer OpraHu30BBIBATH JTOKYMEHTHPOBAHNE
ynpaBnqueCKoﬁ JACATCIIbHOCTH, d)OpMI/IpOBaHI/IC
JIEKTPOHHBIX KAJIPOBBIX JTOKYMEHTOB

Brnaneer maBelkaMu OpraHM3alid JTOKYMEHTHPOBAHHS
YIIPABIEHYECKOU JeSITEILHOCTH, odopmiieHUS
3JICKTPOHHBIX KaJPOBBIX JOKYMEHTOB




Kon n HaumeHnoBaHre HHIUKATOpa Pe3ynbrarel 00y4eHUs IO TUCITUATIIINHE

HIIK-2.2. - MPUMEHSIET 3Haer nH(pOpMaIMOHHBIE CHUCTEMBI B
nH(pOPMAaLMOHHbIE CHUCTEMBI B | YIIPABJICHYECKOM JEATEIBbHOCTM B  OPraHHU3aluu,
YOPaBIEHYECKOW JIeATEIbHOCTH B | METO/bI YIPABICHUS KaJApPOBOW paboTOil opraHu3anuu
opraHu3anvun Ha 63,36 HCIIOJIb30BAHHA MPHUHOHUIIOB M TEXHOJIOTUH
3JICKTPOHHOTO JIOKYMEHT0000POTA.

YMmeeT npuMeHsATh MHGOPMAIMOHHBIE CHCTEMBI B
YIOPaBJICHUYECKOM  JIEATEIbHOCTH B  OpraHM3alluu,

METO/IbI OpraHu3alu 3JEKTPOHHOTO
JIOKYMEHTO000POTa B KAIPOBOM CITyk)Oe
Bnaneer HaBBIKAMH MIPUMCHCHHUS

WH(OPMALIMOHHBIX ~ CUCTEM B  YIPaBIEHYECKOU
NEeSTeIbHOCTH B OpraHu3alud, (GOpMYyJIUPOBAHUS U
peleHusl MPHUKIATHBIX 3a7ad B cdepe KagpoBOTro
ANEKTPOHHOTO JOKYMEHTO0000pOoTa

Conep:xaHue TMCUMILTHHBI:
Pacnpenencaue BuI0B yueOHON pabOThI U KX TPYJOEMKOCTH TI0 Pa3JieiaM JUCIUTLIAHBI.

KoaunuectBo yacos
Bueayu-
Ne Hawmmenosanue paznenos (Tem) Beero A};[;%TOOTIZHM TOpHast
paboTa
J | I3 | JIP CPC
1 [MonsiTHE W pPONBL DIEKTPOHHOTO JOKYMEHTOOOOpOTa B 78 2 38
KaJIpOBOM JIEJTIONPOM3BOJICTBE ' !
2. | CocTaB ¥ BB KaIpOBOM JOKYMEHTAITHH 12 4 4
3 HopmartusHo-ipaBoBoe peryIMpoBaHHe KanpoBoro | 4, 4 4
" | DIEKTPOHHOTO JOKYMEHTO000pOTa
4 [opsmox BBEZICHUS KaJIpOBOTO DJEKTPOHHOTO | 4 4 4 4
" | moxymeHTo000poTa
5 [IpuMeHeHne  SNEKTPOHHOM  MOANMCH B KaJpOBOM 8 2 2 4
" | DIEKTPOHHOM JIOKYMEHTO000pOTE
6. | JoKyMeHTHpOBaHHUE TPOIIECCOB ABKEHHS KaJPOB 20 6 6 8
7 Benenune u xpaHeHHE TPYHOBBIX KHIDKEK. DIEKTPOHHBIE 8 2 2 4
TPYJIOBBIE KHIKKH
8. | OdopmieHne 31eKTPOHHBIX JIICTKOB HETPYJIOCIIOCOOHOCTH 8 2 2 4
9 OCOOEHHOCTH ~ peryqupoBaHUsl Tpyda W OQOpPMIICHHUS 12 4 4 4
" | KaJPOBBIX IOKYMEHTOB JINCTAHIIMOHHBIX paOOTHUKOB
10 | CoBpemenHbIe TEXHOJIOTUU 3JIEKTPOHHOTO 8 2 2 4
JIOKYMEHTAIIMOHHOTO 00ecTieYeHus KaJpoBOil paboTHI
HUTOI'O no pazoenam oucyuniuHul 1078 | 32 | 32 43,8
Kontposb camocrosTtensHol padoTsl (KCP) -
ITpomexxyrounas arrectanus (UKP) 0,2
TloaroroBka K KOHTPOJIIO -
O061mast Tpy1I0eMKOCTb 110 JUCIIATUTHHE 108

KypcoBbie padoThl: He npedycmompensi
®opMa NpoBeIeHUs ATTECTALUM M0 JUCUUILITHHE: 3a4em

ABTOpP: J0LEHT Kadeapsl OOIIero, CTpaTeruueckoro, WH(GOPMAIMOHHOTO MEHEIKMEHTa WU
Ou3Hec-TpoleccoB, KaHa. 5KoH. Hayk Cemenen 0. A.



