AHHOTAaIUA K paGoyeii mporpaMMe TUCHHIINHbI
b1.B.01.01 PASPABOTKA HOPMATUBHO-METOANUYECKUX JOKYMEHTOB
OPI'AHU3AIINU

Oo6bem Tpynoemkoctu: 108 yac. = 3 3aueTHbIC TUHUIIBI

Heab aucuMmiIuHbL, cHOPMHUPOBATH y CTYIOEHTOB IEJOCTHOE IpEACTaBIeHUE 00 OpraHu3aLuu
JOKYMEHT0000poTa, a Takke O ero meroguueckoM obecneuennd. ChopMupoBaTh HaBBIKH B
WCIIOJIb30BaHUU TOKYMEHTOB B apXHMBAaX C COOJIIOCHUEM HOPMATUBHO-TIPABOBBIX HOPM.

3agauu AMCUUNIMHBI

Juis JocTrKeHus Lenei pelmaroTesl CIeAYIOMYe 3a1a4d H3YYeHUS TUCIUTUIAHBL:

Teopemuueckas KOMNOHEHmMA.

1) u3y4eHne HOPMATUBHOM 0a3bl JOKYMEHTOB, PETYIHPYIOMNX paboTy C TOKyMEHTaMHU;

2) u3y4eHne OCHOBHBIX TEPMHHOB B 00J1aCTH JOKYMEHTO000pOTa U AETONPOU3BOACTBA.

llosnasamenvhas KomMnowenma:

1) u3ydeHne oTe4ecTBEHHOT0 1 3apyOeKHOTO OTBITa B 00JaCTH MPUMEHEHHS TOKyMEHTO000pOTa.
Ipaxmuueckasn Kkomnonenma:

1) ymenue copMmyupoBath TpeOOBaHUS K TOTOKAM JIOKYMEHTOB;

2) 3aKperuieHHe y CTYICHTOB YMEHMH IOJIb30BATHCS MOJYYCHHBIMH TEOPETHUECKHUMH 3HAHUSIMH NPHU
PELICHUN IPaKTUYECKHX 3a1a4;

3) yMeHue pa3padaTbiBaTh HOPMATUBHO-METOJUUYCSCKHE JOKYMEHTBI OPraHu3aIliuu.

MecTo AuCHUIIMHBI (MOIYJISI) B CTPYKTYpe 00pa3oBaTeIbHOMH MPOrpaMMbl

Hucnunnuna «Pa3paboTka HOPMATHBHO-METOAWYECKUX JOKYMEHTOB OPraHU3ALMKW» MPUHAMICKHUT K
4yacTH, (OpMHUPYEMOH YYacTHUKaMU 0Opa3oBaTeNbHBIX oTHOLIeHUH Onoka b1 "Aucuumnuael (Moxynn)"
y4eOHOT0 IU1aHa YyacTH, GOpMHUpYEeMOl y4acTHUKaMU 00pa30BaTENbHBIX OTHOILICHUH.

[ ycremHoro yCBOGHuUs IUCIMIUIMHBI HE00X0IMMO, YTOObI OaKanaBp UMeJ 3HAHWS, YMEHHUSI, BIaJeHUE
U HaBbIKM B oObeme TpeboBaHui auciuminH: «/lokymenrosenenue» wumun «MHpopMannoHHsie
TEXHOJIOTHH» U3yYaeMbIX B OakanaBpHare.

B cBow ouepens, u3yueHHE JUCHMIUIMHBI 00ECHEYMBAET BO3MOXKHOCTH YCIEIIHOTO OCBOCHHS
CTYACHTAaMM CJICAYIOIIUX JUCLUUIUIMH OCHOBHOM 00pa3oBaTeNbHON NpPOrpaMMbl: «JIEKTPOHHbIE
JOKYMEHTBI B KaJIpoBOW padoTe», «OCHOBBI 3JIEKTPOHHOTO JOKYMEHTOOOOpPOTa B OpraHH3aluuy,
«YmpaBJieHruEe KOPIOPATHBHBIM KOHTEHTOM).

IlepeyeHb MIAHUPYEMBIX Pe3yJbTATOB O0y4YeHHUs] MO0 AMCHMILIMHE (MOIYJK0), COOTHECEHHBIX C
IUVIAHUPYEMBIMH Pe3yJIbTaTAMM OCBOEHHs 00pa30BaTe/IbHOM MPOrpaMMbl

W3yuenne naHHON y4eOHOW AMCUUILIMHBI HANPaBJIeHO Ha (OPMHUPOBAHKME Y OO0YYAIONIMXCS CIETYIONIHX
KOMIIETEHIIAH:

Kona 1 HaumeHoBaHue

PesynbraThl 00yd4eHUs O JUCUUILIMHE
WHAWKaTOpa™ Yy y

I1K-1. Cnocob6eH pa3pabaTbIBaTh U BHEAPATH JIOKAJIbHbIE HOPMATHBHBIE aKThI 110 JOKYMEHTALHIOHHOMY
00ecIedeHuI0 yIpaBIeH s OpraHu3anuei

UIIK 1.1 —CnocobeHn | 3Haer  QyHKIOMH  JOKYMEHTOOOOPOTa; HOPMATHBHBIC  JIOKYMEHTBI,

pa3pabaTbiBaTh HOPMAaTHUBHYIO 0azy, pETIaMEHTUPYIOLLY IO 3JEKTPOHHBII
JIOKaJIbHBIE JIOKYyMEHT0000pOT

HOPMaTHBHBIE AKTBI 10 | YMEET Onpeae/siTh MPABUIbHOCTh OQOPMIICHHUS] PEKBH3UTOB JIOKYMEHTA
AOKYMCHTAllMOHHOMY Brmageer moHMMaHWEM TPABUILHOCTH  OQGOPMIICHHS TOKYMEHTAITHH;
o0ecrieyeHuto 3HAaHUSAMU B 00JIACTU CHCTEMATH3AIMH JOKYMEHTOB

YIIPaBICHUA

opraHu3anueu

UIIK 1.2 - Bueapsier | 3HaeT  QYHKIUM  JOKYMEHTOOOOPOTa,  HOPMATHBHBIC  JIOKYMEHTEI,

JIOKaJIbHbIE HOPMaTHUBHYIO 6asy, PETIaMEHTHPYIOIYIO 3JIEKTPOHHBII
HOPMAaTUBHBIE AKTHI 1O | JOKYMEHT000OpOT JIEHCTBYIOLIHE MEXyHapOIHbIE CTaH/apTHI,
JIOKYMEHTAllHOHHOMY cneur(uKaMd M TEXHUYECKUME OTYETHl, HCIOIb3yeMble B cdepe
o0ecredyeHuto YOpaBiIeHUS TOKyMEHTalied u WHGOPMAIMOHHBIMH  TEXHOJOTHUSMHU
YIpaBIEHUS YIpaBIEHUS

opra"usanyen YMeer onpeaesnsaTh NPaBWIBHOCTH OQOPMIICHHS PEKBU3UTOB JOKYMEHTA;

dhopMyupoBaTh 001IHE TPEOOBAHHUS K TEKCTY JIEKTPOHHOTO TOKYMEHTA




Ko 1 nammeHoBaHME

I/IHILI/IKaTOPa* P C3YyJIbTAaThL 06y‘l€HI/ISI IO JUCHUIIIINHE

Bnagecer noHumMaHueM MPpaBUJIBHOCTH O(bOpMJ'IeHI/IH JOKYMCHTAINU,
3HAHHUSMU B 00J1acTH CHUCTEMATU3allU JOKYMEHTOB; 3HAHUAMHU O IMOAXO0Oax
K BHEAPCHUIO CUCTEM BJICKTPOHHBIX TOKYMCHTOB

Conep:xaHue TUCHUNIHHBI:
Pacripenenenne BumoB yuebHO pabOTHI 1 KX TPYTOEMKOCTH 10 pa3/ieinaM AUCIUTUTHHEI.
Pasensl (TeMbl) AUCHUILUIMHBL, H3y4YaeMble Ha 4 Kypce (3aounast popma 00ydeHMsI)

KonuuectBo yacoB

AynuropHas Brcay
Ne HaumenoBaHue pasaenos (Tem) yauIrop OpHas
Bcero pabora
pabota
JI I13 JIP CPC
1 TToHsTHE ¥ HOPMATHBHO-METOAMYECKas 0a3a ACIONMPON3BOICTBA 26 2 2 22
2 3akoHOaTeIbHAS OCHOBA KOPIIOPATHBHOTO PETYTUPOBAHMUS 26 2 2 29

JIOKYMEHTAIIMOHHOTO 00eCIIeueHHsI YIPaBICHHUS OPTaHH3aIHH.
CocTtaB KOpIOPaTUBHOM HOPMATUBHO-METOANYIECKOM 0a3bl
JOKYMEHTAIIHOHHOTO 00ECTICUeHHUSI yIPABICHHUS OPTaHH3AIIHH.
3 |McnonHutenu no co3aHMI0 KOPIIOPATUBHON HOPMATHBHO- 26 2 2 22
METOANYECKOM 6a3bl JOKYMEHTAIIMOHHOTO 00ECICUCHHSI
yIIPaBICHHUS OPTaHU3AIIHH

Oransl co3/jaHNs KOPIOPATUBHOW HOPMATHBHOMETOAHMYECKON
62361 TOKyMEHTAIHOHHOTO 00CCIICUCHHS YIIPABICHUS

4. |opranmsanuu. HopMaTHBHBIE TOKYMEHTHI [0 TPY/Y M OXpaHe 24 2 22
Tpyna. PazpaboTka HOpMAaTHBHO-METOANYECKUX JOKYMEHTOB IS
opraHu3anyu 6e30MacHOCTH HHPOPMAaLHH

HUTOI'O no pasoenam oucyuniurvl 102 6 8 88
KonTtpons camocrosrensHo# padotst (KCP) 2

[IpomexxyTtounas arrecranus (UKP) 0,2

[ToAroTOBKA K TEKYIIEeMY KOHTPOIO 3,8

OO0mmast TPYAOEMKOCTb 10 TUCIIHAILIHHE 108

[Mpumeuanwue: JI — nexuuu, [13 — npakruyeckue 3ansatus / cemunapsl, JIP — maboparopusie 3austus, CPC
— caMOCTOATeNbHAsA paboTa CTyIeHTa

KypcoBbie paGoThl 110 AUCIUTUIMHE HE MTPEITyCMOTPEHBI

@opMa NpoBeAeHHUs ATTECTAIIUM MO TUCIUNIMHE: 3aYEeT

ABTOP: JIOIIEHT Kadeaphl 00IIEeTro, CTPaTern4ecKoro, MHYOPMAIMOHHOTO MEHE/PKMEHTa U OM3HeC-
nporeccoB Cenuanosa E.I1.



