AHHOTaNMs K padoyeil MporpaMMbl JUCHUTLINHBI .
b1.B.04 DJIEKTPOHHBIE TOKYMEHTHBI B KAJIPOBOU PABOTE

O0beM Tpy10eMKOCTH: 72 yaca = 2 3a4E€THBIX CTUHHIIBI

Heap aucuunauHbl: (HOPMUPOBAHHE KOMIICTEHIMH, HANpaBIEHHBIX Ha OCBOCHHE
CTYJICHTaMH IPaBWJI PabOTHI C AIEKTPOHHBIMU JOKYMEHTAMU B cepe YIpaBICHUS IEPCOHATIOM, U
HaBBIKOB Pa0OTHI B CUCTEMAX AJIEKTPOHHOIO JIOKYyMEHTO000pOTa B 00JIaCTH KaipOBOM PabOTBHI.

Llenu AUCIUIUIMHEI:

— (opmupoBanue mnpeacTaBIeHUH O NpPUHLUNAX (YHKIMOHUPOBAHUA M IPUMEHEHHS
3JIEKTPOHHOTO KaJJpOBOT0O IOKYMEHTOO00POTa;

— MpUOOpeTeHre 3HAaHUK O JOKYMEHTAIMOHHOM OOECHEYEHHH YIIPABICHUS TEPCOHAIIOM,
CTPYKType U (DYHKIIMOHAIBHBIX BO3MOXKHOCTSX KaJpOBOIO 3JIEKTPOHHOIO JOKYMEHTOO0OpOTa B
COBPEMEHHBIX OpraHU3alusIX;

— OBJIAJICHUE HAaBBIKAMH DPAOOTBHI C 3JIEKTPOHHBIMH JOKYMEHTaMH B c(epe yIrpaBieHHs
IIEPCOHAJIOM.

3apaun JMCUMILINHBI:

— U3Y4YUThb HOPMATUBHYIO OCHOBY pPa0OThl C 3JEKTPOHHBIMM JIOKYMEHTaMH B cdepe
KaJIpOBOi paboThI;

— U3Y4YUTh OCOOCHHOCTH PabOTBHI C ANEKTPOHHBIMU JIOKYMEHTaMH B KaJpOBOH CIyOe
OpraHu3aLuy,

— BBLIEJIUTH dTalbl BHEAPEHUS IEKTPOHHOIO JOKYMEHTOOOOPOTAa B CUCTEME YIPABIICHUS
IIEPCOHAJIOM OpraHU3aluH;

— Hay4YUTbCSI OPraHU30BbIBATh pabOTY C AMEKTPOHHBIMU JIOKYMEHTAMHU B Ka/IpOBOM paboTe B
OpraHHu3aLuH.

MecTo AMCHMIIMHBI B CTPYKTYpe 00pa30BaTe/IbHON IPOrPaMMbl

JuciumnrHa «OCHOBBI 3JIEKTPOHHBIX JOKYMEHTOB B KaJIpoBOM paboTe» OTHOCUTCA K
brnoky 1 Jlucuumuimasl (Moayn) yacTtu, GopMHpyEeMON y4aCTHUKAMU 00pa30BaTeIbHbBIX OTHOLLIEHUIN
yueOHOr O IJIaHa.

JlaHHas! TUCIMIUIMHA M3Y4YaeTCsi BO BTOPOM CEMECTpe Ha OYHOW (popMme M Ha BTOPOM Kypce
3a04HOU (hopme 00yueHMsl, 6a3upyeTcs Ha 3HAHUSIX, YMEHUSIX U HaBbIKAX, [TOJYYEHHBIX HA IIEPBOM
Kypce noArotoBku. JlucuuruimHa odecreunBaeT (GoOpMHUpOBaHUE 3HAHUM U HABBIKOB MAarCTPAHTOB B
cdepe UCTOB30BAHUS AIEKTPOHHBIX KaJpPOBBIX TJOKYMEHTOB M BHEJIPEHUSI CUCTEMBI AJIEKTPOHHOTO

KaJIpOBOTO JOKYMEHTOO0O0POTA.

B cBoro ouepenp oHa obecrieunBaeT U3yUyeHue CIeAyonmxX AMCUUILIMH: « MTHpopMaloHHbIe

TCXHOJIOT'MKU B
KOHTCHTOM» U IIp.

AOKYMCHTOBCJICHHUN U

APXUBOBCACHUN), «YI'IpaBJ'IeHI/IC KOPHOpPaTUBHBIM

VYuebHas mnporpamMMa JUCHMIUIMHBI «DJEKTPOHHbIE JOKYMEHTHI B KaJIpoBOH palore»
npeycMaTpuBaeT NpoBeAeHUE 3aHATUI B (hopme JeKuuil U mpakThyeckux 3aHsATuil. [Iporpamma
HOATOTOBJIEHA B COOTBETCTBUH TPEOOBAaHUAMH, MpeAbsBIeHHbIMU ¢ TpeOoBaHusMu PI'OC BO.

TpeGoBaHus K yPOBHIO OCBOCHHS M CIMIIIUHBI

N3ydenne naHHON yueOHOM JUCIMIUIMHBI HAIIPaBJIEHO Ha (JOPMUpPOBAHUE Y OOyUarOLUXCs

CIEIYIOIIUX KOMITETEHIIUH:

KO,Z[ 1 HAUMCHOBAHHEC UHUKATOPAa

PC3y.l'IBTaTBI OGy‘-ICHI/I}I 110 JUCHUITIIIMHE

I1K-2 HOCTpOCHI/IC CHUCTCMbI JOKYMCHTAIIMOHHOI'O o0ecrieyeHHst YHOPaBJICHUA OpraHru3alnun

UIIK 2.1 -  cnocobeH 3HaeT:

AHAJIN3UPOBATh Nepe0BOI - IEPEI0BOI OTEYECTBEHHBIH OMBIT B 00JIACTH AJIEKTPOHHOTO
OTEYECTBEHHBI M  3apyOeXHBIN | TOKYMEHTOOOOpOTa B KaIPOBOM JIENIONPOU3BO/ICTBE;

OITIBIT B olbnactu - HOPMATUBHYIO 0a3y U METOJUKH pa3pabOTKU U BHEAPEHUS
JOKYMEHTALMOHHOTO 00ECIEeUEHHs | CHCTEM AJIEKTPOHHOTO IOKYMEHTOO00pOTa B KaJpOBO padoTe
yIpaBJICHUS Ymeer:

HUIIK 22 -  cmocobeH - OCYIIECTBIISATh aHAIN3 BUIOB U (POPMATOB AIIEKTPOHHBIX
IUIaHUPOBATh B3aMMOJICHCTBUE | IOKYMEHTOB B paboTe KaapoBOM CIIy>KObl Ha OCHOBE
MOJpa3eieHuil OpraHu3aluy IO | CUCTEMHOrO MOAX0/a;

BOIIpOCaM paboThI C JOKYMEHTaMH; - MOJENUpPOBATh M  MNPOEKTUPOBATh  JIEATEIHHOCTH
nojipa3JieNieHuii 1o paboTe C 3JIEKTPOHHOH  KaJpoBOii
JIOKyMEHTaluen

HUIIK 23 - cnocoben

OpraHM30BaTh paboThI 1o Brnapeer:




Kox n HanmMeHoBaHne HHIUKATOPA PesynbraTel 00yueHHs IO JUCIUTIIMHE

MIOCTPOEHUIO CHCTEMBI - HaBbIKAMM AaHaJIM3a HOPMATHBHOM 0a3bl B oOnactu
JOKYMEHTALMOHHOTO 00€CHEUEHUs | AJIEKTPOHHOTO JOKyMEHT0000pOTa B KaZpOBOM
yIpaBlieHUs OPraHU3aIuH JIeTIONPOU3BO/ICTBE;

- METOAMKOW OPraHU3allMOHHOTO IPOEKTUPOBAHUS CUCTEMBI
YIPABJICHUS 3JIEKTPOHHOM KaPOBOM IOKYMEHTALIMEN

[1K-3 OcymectBiaenue KOHTPOIIs PYHKIIMOHHUPOBAHUS CUCTEMBI JOKYMEHTAIIMOHHOTO 00eCIeueHuUs
yHpaBJICHUS OpraHU3aIu

UIIK 3.1 — Bmageer MeTOOUKAMA 3Haer:
aHaJm3a rokasarenei - OCHOBHBIE TNPHUHIUIBI O(GOPMIICHUS  IJIEKTPOHHBIX
JeATeNIbHOCTH 0 | KaJpOBBIX JIOKYMEHTOB;
JOKyMEHTAIMOHHOMY - METOJIbI YIIPABJICHUS KaJIpOBOW pabOTOI OpraHu3alyy Ha
00€eCIICUeHHIO YIIPABIICHUS; 0a3e UCIOIL30BAHUS MPUHIIMTIOB U TEXHOJIOTHIA AJIEKTPOHHOTO
HUIIK 3.2 —  cmocoOeH | JOKyMEHTOOOOpOTa.
IUTAHUPOBaTh PabOTy 1Mo cOopy Ywmeer:
CHCTEMaTH3allud  CBEICHUU O - IUIAaHMPOBaTh paboTy mo cOopy H CHCTEeMaTU3alUd

HNOJIOKEHUH  Jen B cdepe | CBEACHUI O TOJOKEHUH Jel B cepe JTOKyMEHTAlMOHHOTO
JOKYMEHTALMOHHOIO o0OecredeHus | odecriedeHus paboThl KaJpoBOil CITyKObl;

YIIPaBJICHUS] OPTaHU3AIHH; - WCIOJIb30BaTh COBPEMEHHBIC MPOTPaMMHBIE TIPOIYKTHI B
NIIK 33 —  cmocobeH | cdepe AIEeKTPOHHOTO KaIPpOBOTO IOKYMEHT0000pOTa;

OpraHu30BaTh paboTHI o Bnaneer:

BBISIBJICHHIO HAPYIIICHUI B padoTe ¢ - HaBBIKAMU (OPMYJIMPOBAHUS M PEUICHHS NPUKIJIATHBIX

JOKYMEHTaMH OpraHM3alliy, | 33734 [0 CO3JaHUIO JICKTPOHHBIX KAJIPOBBIX TOKYMEHTOB;

ONPENICNICHAI0 ~ Mep MO0  HuX - HaBbIKAMHM BBISIBJICHUS HApyIIeHWH B padore ¢

YCTPaHCHUIO OJICKTPOHHBIMHU KaIPpOBbIMH JOKYMCHTAMU

Conep:xaHue IMCUMILIHHBI:
Pacnpenencnue BuI0B y4eOHOW pabOThI U KX TPYJOEMKOCTH TIO Pa3JieiaM JUCIUTLTAHBI.

KonnuecTBo yacos
Bueaynn-
Ne HanmenoBanue pasnienos (Tem) AymuTopHas TOpI?IIaSI
Bcero pabota
pabora
J | I3 | JIP CPC
DJIEeKTPOHHBIA JTOKYMEHTOOOOPOT B c(hepe TpyHoBbIX
1. | oTHOMIEHMIA: TOHATHE, POJIb B COBPEMEHHBIX YCIOBUAX, | 14 2 4 8
HOPMAaTHBHO-TIPAaBOBOE PEryJIMPOBaHUE
2. | JIokyMeHTHpOBaHUE MPOLIECCOB JBUKEHUS KaJpOB 14 2 4 8
3 Benenne u  XpaHeHMEe  TPYJIOBBIX  KHIJKEK. 10 2 2 6
" | DneKTpoHHBIE TPYIOBBIE KHIKKU
4 Odopmienue NIEKTPOHHBIX THCTKOB | 40 4 5
" | HEeTPYIOCTIOCOOHOCTH
5 OcoOEeHHOCTH PETYJIMPOBaHUs Tpyna U OPOPMIICHUS 10 5 2 6
" | KaJIpOBBIX JIOKYMEHTOB JIMCTAHIIMOHHBIX PAOOTHUKOB
6 CoBpeMeHHEbIe TEXHOJIOTHH MEKTPOHHOTO | o 2 6
' | TOKYMEHTAIMOHHOTO 00eCTIeYeHNs KaIpOBOi paboThI
HUTOI'O no pazoenam oucyunumsl 66 8 | 18 40
Kontpons camocTostensHol pabots! (KCP) 2
[Tpomexyrounas arrecrarus (MKP) 0,2
IloaroToBKa K KOHTPOJIIO 3,8
OO61mas TpyA0€MKOCTb 110 JTUCIIUTLTHHE 72

KypcoBbie padoThbl: He npedycmompenvl
®opma npoBeeHHUs ATTECTAIMH MO TUCHUIIHHE: 3auem

ABTOp: 101EHT Kadeapsl OOIIero, CTpPaTerudyeckoro, WHGOOPMAIMOHHOTO MEHEKMEHTa U
Ou3HEeC-TIpoIIeCcCOB, KaH/. SKOH. Hayk JKmanosa HO.A.



