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

O61bem TpynoemkocTH: 108 yacoB = 3 3a4ETHBIX €IMHUIIBI

Heab aucuunuMHbl: (HOPMUPOBAHME KOMIICTCHIMH, HANpaBJICHHBIX HAa OCBOCHHE
CTy/IEHTaMH TIPaBUJI pabOThI C JIEKTPOHHBIMU JJOKYMEHTaMH B cepe YIpaBlIeHUs IEPCOHATIOM, U
HaBBIKOB pabOTHI B CUCTEMAX JIEKTPOHHOTO JOKYMEHT0000pOoTa B 007aCTH KapOBOH pabOTHI.

Llenu AUCHUILIUHEI:

— (QopmupoBaHHe MpEACTaBICHUM O MNPUHIUNAX (YHKIMOHUPOBAHHUS M MPUMEHEHUS
AJIEKTPOHHOT'O KaJIpOBOTO TI0KYMEHTO000pOTa;

— mnpuoOpeTeHne 3HaHUH O JOKYMEHTAIIMOHHOM OOECIICYEeHHH YIPaBICHUS MEPCOHATIOM,
CTPYKType U (YHKIHMOHATBHBIX BO3MOXHOCTSX KaJpPOBOTO 3JIEKTPOHHOTO JOKYMEHTO00O0pOTa B
COBPEMEHHBIX OpraHU3aLUsX;

— OBJIAJICHHE HaBBIKAMU Pa0OTHI C 3JEKTPOHHBIMH JOKYMEHTaMU B cepe yIpaBiIeHHS
MIEPCOHAJIOM.

3agaum AMCHUILVINHBI:

— H3Y4YUTh HOPMATUBHYIO OCHOBY pabOTBI C D3JEKTPOHHBIMU JOKYMEHTaMH B cdepe
KaJpoBOI paboThI,

— W3Y4YUTh OCOOEHHOCTH DPabOTHI C AIIEKTPOHHBIMH JTOKYMEHTaMH B KaJpOBOW CITy:kOe
OpraHu3alyy;

— BBLIEJNTH 3Talbl BHEJAPEHUS 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa B CHCTEME YIIpaBiICHUS
[IEPCOHAJIOM OpraHU3aluy;

— Hay4YuTbCs OPraHU30BBIBATH pabOTy C 3JIEKTPOHHBIMU JOKYMEHTaMHU B KaJpOBON paboTe
B OpraHU3allu.

MecTo AUCHMINVIMHBI B CTPYKTYpe 00pa30BaTeIbHO NPOrpaMMbl

JucuumuimHa «OCHOBBI 3JIEKTPOHHBIX JTOKYMEHTOB B KaJpOBOM pabOTe» OTHOCUTCS K
broky 1 J[lucuumnmeel (Momgynu) dYacTtd, (OPMHPYEMOH YYaCTHHKAMH OOpa30BaTEIbHBIX
otHomeHuit, Moynb 4 «LludpoBbie TEXHONIOTUY B YIPABICHUH AOKyMEHTAIMEeH» y4eOHOro IuiaHa.

JlaHHast TUCHMIUTMHA U3y4YaeTcs B TPETbEM CEMECTpe Ha OYHOHM (hopMe U Ha BTOPOM Kypce
3a0uHOU (hopMme 00ydeHus1, 0a3upyeTcsi Ha 3HAHUSAX, YMEHUSIX U HaBBIKAX, MMOMYYCHHBIX Ha MIEPBOM
Kypce MoArotoBku. JucuumimHa obecrieunBaeT GOPMUPOBAHNE 3HAHUN U HABBIKOB CTYJICHTOB B
cdepe UCMONIb30BaHUS AIEKTPOHHBIX KaJpPOBBIX JOKYMEHTOB M BHEAPEHHS CHUCTEMbI KaJlpOBOTO
3IIEKTPOHHOT'O JJOKyMEHTO000pOTa.

B cBoto ouepenp oHa oOecrieunBaeT U3y4eHue CleAyonumx qucuuiuimg: «HdopmarrionHo-
JIOKYMEHTAIIMOHHOE 00ecreyeHne TPYAOBBIX OTHOLLEHUI», «DJIEKTPOHHBIE apXUBbI M apXHUBHBIN
aytcopcuHr»,  «llu¢ppoBble  TEXHOJNOTMM B  JOKYMEHTOBEICHHM U  apXUBOBEACHUW»,
«CTtparernueckoe ynpapjieHUe TOKYMEHTaluel opraHu3aum» 1 Jip.

VYuebHast mporpamMma JUCHUIIMHBL «OCHOBBI AJIEKTPOHHBIX JOKYMEHTOB B KaJpOBOH
paboTe» MpegycMaTpuBaeT NPOBEIEHUE 3aHATHA B (GopMe JIeKIMH M MPAaKTHYECKUX 3aHATUIl.
[IporpamMa MoAroTOBIE€HA B COOTBETCTBMM TPEOOBAHUSAMM, MPEIbIBICHHBIMUA C TPeOOBaHUSIMU
dI'OC BO.

TpeboBanus K ypOBHIO OCBOCHMS AU CHUILINHBI

N3yuenne nanHol y4yeOHOM AMCIMIUIMHBI HAIIPABJIECHO Ha (POPMHUPOBAHHUE Y OOYUAIOIITHXCS
CIIEYIOLIMX KOMIIETEHIIUI:

KO,}I 1 HAUMCHOBAHUC WHIHUKATOpa Pe?;y.]'H)TaTBI 06yquI/1$1 1O JUCLHUITIIIUHE

[IK-2. CnocobGeH k opraHu3aluy JOKYMEHTHPOBAHHUS YIPABICHUYECKON JEesTeNbHOCTH B
OpraHu3alyu

NIIK-2.1. - OpraHu3yer 3Haer OpraHU3aLuio JOKYMEHTUPOBAHUS
JOKYMEHTHUPOBAHUE YIIPABICHUECKON | YIPABIEHYECKOW  NEATEIbHOCTH U KaJpOBOTO
JeSITEIbHOCTH B OpraHu3aluu JIEKTPOHHOI0 IOKYMEHTO000pOTa

Ymeer OpPraHU30BBIBATH JOKYMEHTUPOBAHUE
YIIPaBICHYECKON  JEATEIBHOCTH,  (OPMHPOBAHUE
JJIEKTPOHHBIX KaJIPOBBIX TOKYMEHTOB

Bnaneer naBblkamMu opraHu3anuM JTOKYMEHTHPOBAHHS
YIpaBIEHIECKOM JIeSITeNTbHOCTH, odopmieHus
JJIEKTPOHHBIX KaJPOBBIX TIOKYMEHTOB




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
AJIEKTPOHHOTO 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.

KonnuectBo 1acos
Ne HaunmeHoBaHue pa3zieinos (TeM) Aypurophasi |BreayauTophas
Bcero pabota pabota
J | 113 JIP CPC

1 [ToHsTHE U POJIB ICKTPOHHOTO JOKYMEHTO000POTAa B KaJJPOBOM 10 10
JICIIONPOU3BOJICTBE

2. |CocraB 1 BHIBI KaAPOBOH TOKYMEHTAIINHI 10 1 1 8

3 HopmaruBHO-TIpaBoBOE peryaupoBaHue KapoBoro| 4o 1 1 8

' [37€KTpOHHOI0 TOKYMEHTOO00pOTa
4 Topsimox BBEJ/ICHHS KaJpoBOTO DTEKTPOHHOTO| o 1 8
' |moxymeHnToobopoTa

5 [IpumeHeHHe 3JEKTPOHHON TOAMUCH B KAPOBOM JIEKTPOHHOM 9 1 8
JIOKYMEHTO0000pOoTe

6. |JloKyMEHTHpPOBAaHHE MPOLECCOB ABMIKCHHS KaPOB 13 1 2 10

7 Benenue u XpaHEHHE TPYIOBBIX KHIXKEK. OICKTPOHHBIC 12 1 1 10
TPYAOBbIC KHHKKU

8. |OdopmiieHre 3JICKTPOHHBIX JINCTKOB HETPYI0CIIOCOOHOCTH 9 1 8

9 OCo0eHHOCTH peryJIMpoOBaHus TPyia U 0(pOPMIICHHS KaPOBBIX 10 10
JIOKYMEHTOB JIMCTAHI[HOHHBIX PAOOTHUKOB

10, CoBpeMeHHbIE TEXHOJIOTUHU JIEKTPOHHOTO JOKYMEHTAI[HOHHOTO 10 10
obecreyeHus KaJipoBOor paboThI
HUTOI'O no pasoenram oucyuniurvl 102 | 4 8 90
KoHnTponb camocrosTenbHoit pabotsl (KCP) 2
IIpomexyTtounas arrectanus (MKP) 0,2
IToaroToBKa K KOHTPOJIIO 3,8
OO6mas TpyJ0eMKOCTh IO JUCIMILTHHE 108

KypcoBble paGoThl: He npedycmompeHul
®opma npoBeieHUs aTTeCTALMH N0 JUCHHILINHE: 3auem

ABTOp: 101EHT Kadeapsl OOIIero, CTpaTeruueckoro, WHGOOPMAIMOHHOTO MEHEKMEHTa U
Ou3Hec-TIpoIIeccoB, KaH. SKOH. Hayk JKmanosa H0.A.



