AHHOTaNus K padoyeil NporpaMMbl JHCHHILIMHBI .
b1.B.04.10 OCHOBBI QJIEKTPOHHBIX JOKYMEHTOB B KAJIPOBOU PABOTE

O0BeM Tpynoemkoct: 108 yacoB = 3 3a4eTHBIX ¢TUHUIIBI

Heap aucuumimHbl: (HOPMUPOBAHHWE KOMIICTEHIUM, HAlpaBIEHHBIX Ha OCBOCHHE
CTy/IEHTaMH TIPaBUIJI pabOThI C JIEKTPOHHBIMU JJOKYMEHTaMH B cepe YIpaBlIeHUs IEPCOHATIOM, U
HaBBIKOB pabOTHI B CUCTEMAX JIEKTPOHHOTO JOKYMEHT0000pOTa B 00aCTH KapOBOH pabOTHI.

Henu nuciymiInHbL:

— (opmupoBaHHMe TpEACTABICHUH O NPUHLIMMNAX (PYHKIMOHUPOBAHUS M TNPUMEHEHHS
AJIEKTPOHHOT'O KaJIpOBOTO TI0KYMEHTO00O0pOTa;

— mnpuoOpeTeHne 3HaHUH O JOKYMEHTAI[MOHHOM OOECIIeYeHHH YIPABICHUS MEPCOHATIOM,
CTPYKType U (YHKIHMOHATBHBIX BO3MOXHOCTSX KaJpPOBOTO 3JEKTPOHHOIO JOKYMEHTO0OO0pOTa B
COBPEMEHHBIX OpraHU3aIUIX;

— OBJIAJICHHE HaBBIKAMU Pa0OTHI C 3JEKTPOHHBIMH JOKYMEHTaMU B cepe yIpaBiIeHHs
MIEPCOHAIOM.

3agaum AMCHUILVINHBI:

— W3YYUThb HOPMATUBHYIO OCHOBY paOOThl C 3JEKTPOHHBIMU JOKYMEHTaMH B cdepe
KaJpoBO# paboThI,

— W3Y4YUTh OCOOEHHOCTH PabOTHI C AJIEKTPOHHBIMH JIOKYMEHTAaMH B KaJPOBOW CIyX0e
OpraHu3alHy;

— BBLICJIHTH 3Talbl BHEAPEHUS dJIEKTPOHHOTO JOKYMEHTOO0OpOTa B CHCTEME YIPaBICHUS
NIEPCOHAJIOM OpraHU3alIH;

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

MecTo AUCHMILIMHBI B CTPYKTYpPe 00pa3oBaTe/IbHON NPOrpaMMbl

JucuumimHa «OCHOBBI AIIEKTPOHHBIX JTOKYMEHTOB B KaJpPOBOM pabOTe» OTHOCHTCS K
broky 1 J[ucuumnmael (Momgynu) dYacTtd, (OPMHPYEMOH YYaCTHHKAMH OOpa30BaTEIbHBIX
otHomeHut, Moynb 4 «LludpoBbie TEXHONIOTUY B YIPABICHUH JAOKyMEHTAIUEH» y4eOHOro TUIaHa.

JlaHHast TUCLMIUIMHA U3y4YaeTcsi B TPEThEM CeMecTpe Ha O4HOM (popMe U Ha BTOPOM Kypce
3a04HON (popme oOyueHus1, 0azupyercs Ha 3HAHUSAX, YMEHUSAX U HaBbIKaX, IOJIyY€HHBIX HA TIEPBOM
Kypce MoArotoBku. JucuumimHa obecrieunBaeT GOPMUPOBAHNE 3HAHUN M HABBIKOB CTYJCHTOB B
cdepe UCMONIb30BaHUS AIEKTPOHHBIX KaJPOBBIX JOKYMEHTOB M BHEIPEHHSI CUCTEMbI KaJpOBOTO
AIIEKTPOHHOTO JOKYMEHTO000POTA.

B cBoto ouepenib 0Ha obecrieunBaeT U3yueHue CIeAyomux Jucuumivg: «adopmanuonHo-
JOKYMEHTAI[HOHHOE 00eCreyeHne TPYAOBBIX OTHOLUEHUI», «DJIEKTPOHHBIE apXUBbI M apXHUBHBIN
aytcopcuHr»,  «llu¢ppoBble  TEXHONOTMM B  JOKYMEHTOBEICHHM U  apXUBOBEACHUW»,
«CTtparernueckoe ynpapjieHUe JOKYMEHTalue opraHu3aum» 1 Jip.

VYuyebHass mnporpamma JUCHMIUIMHBI «OCHOBBI AJIEKTPOHHBIX JOKYMEHTOB B KaJpPOBOM
paboTe» IpegycMaTpuBaeT NMPOBEIEHHUE 3aHATHH B (GopMe JIeKIMH M MPAaKTHYECKUX 3aHATUIL.
[IporpaMMa MmoJAroToOBIE€HAa B COOTBETCTBMM TPEOOBAHUSAMM, MPEIbIBICHHBIMUA C TpeOOBaHUSIMU
dI'OC BO.

TpeGoBanusi K ypOBHIO OCBOCHMS TUCHHUILINHBI

N3yuyenne nanHoi y4eOHOW AUCIUTUTMHBI HANIPABICHO Ha (JOPMHUPOBAHKE Y OOYUAFOIITHXCS
CIIEAYIOLIMX KOMIIETEHIIUI:

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

[IK-2. CnocobeH k opraHu3anuy JOKYMEHTHPOBAHHUS YIPABICHUYECKON JEsTeNbHOCTH B
OpraHu3alyu

NIIK-2.1. - OpraHu3yer 3Haer OpraHU3aLuio JOKYMEHTUPOBAHUS
JOKYMEHTHPOBAHUE YIIPABICHYECKON | YIPABIEHYECKOW  NIEeATEIbHOCTH U KaJpoOBOTrO
JESATEIBHOCTH B OpraHu3aluu JIEKTPOHHOI0 JIOKYMEHT0000poTa

YMeer  OpraHu3OBBIBATH  JOKYMEHTHUPOBaHUE
YIIPaBJICHYECKON  JEATEIBHOCTH,  (OPMHPOBAHUE
3J€KTPOHHBIX KaJPOBBIX JOKYMEHTOB

Bnaneer HaBbIKAMU OpraHu3aluu
JOKYMEHTUPOBAHUS YIPABICHUYECKOW JESITEIBHOCTH,
0 OpMIICHHUS INEKTPOHHBIX KAIPOBBIX JIOKYMEHTOB




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.

KonnyecTBo vyacoB
Bueaymn-
Ne HaunmenoBanue pa3ziesnos (Tem) AyauTopHast TOpI?IIa}I
Bcero pabota
pabora
J | I3 | JIP CPC
1 [ToHsaTHE U POJIB ANEKTPOHHOTO JOKYMEHTOO00POTa B 6.8 5 5 28
KaJ[pOBOM JIEJIONIPOU3BOJICTBE ! !
2. | CoctaB ¥ BUJIbI KaJIPOBOM JOKYMEHTAIIUU 11 4 3
3 HopmatuBHO-TIpaBOBOE pETyJIHpPOBAHUE KaJPOBOTrO 12 4 4 4
" | BIEKTPOHHOTO IOKYMEHTO000pOTa
4 [lopsimox  BBemEHHWS]  KagpOBOTO  DJIEKTPOHHOTO 12 4 4 4
" | mokymeHnToobopoTa
5 [IpymMeHeHne 3IEeKTPOHHOM MOJANUCH B KaJpOBOM 6 2 2 2
" | DIEKTPOHHOM JIOKYMEHTO000pOTE
6. | JlokyMeHTHpOBaHHUE MPOIIECCOB JIBIKEHHUS KaIpOB 20 6 6 8
7 Benenne w  xpaHeHHME  TPYIOBBIX  KHUKEK. 12 4 4 4
" | DneKTpOoHHBIE TPYA0BBIC KHUKKHU
8 Odopmiienne AJIEKTPOHHBIX JIMCTKOB 6 5 5 5
" | HETPYAOCTTOCOOHOCTH
9 Oco0eHHOCTH peryIupoBaHus TpyJa U opopMIIeHUs 12 4 4 4
" | KaIPOBBIX JIOKYMEHTOB JIMCTAHIIMOHHBIX PAOOTHHKOB
10 | CoBpemeHHBIE TEXHOJIOTUN JJIEKTPOHHOT O 8 2 2 4
JIOKYMEHTAITMOHHOTO 00eCTIeUeHHs KaJpOBOM pabOThI
UTOI'O no pasoenam oucyuniuHwl 1058 | 34 | 34 37,8
KonTpouss camocrositensHOM padoThl (KCP) 2
[TpomexyTtounas arrectamws (MKP) 0,2
[loaroroBka K KOHTPOJIIO -
OO611as TpyA0€MKOCTb IO JTUCITUTLTHHE 108

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

ABTOp: J0LEHT Kadeapsl 00Iero, CTpaTeruuyeckoro, MHGOOPMALKMOHHOIO MEHEKMEHTa U
OHM3HEC-TIPOIIECCOB, KaH/. YKOH. HayK JKmganosa FO.A.



