AHHOTAUUA K padoveil mporpaMMe TUCHMILIAHBI
b1.B./1B.01.01 THOOPMAIIMOHHO-JOKYMEHTAIIMOHHOE OBECIIEYEHHUE
I'PAXKJIAH U ITIOCETUTEJIEU

O6bem TpynoemkocTu:108 yac = 3 3a4eTHBIX €AUHUIIBI

Heas aucnmmiauebl:  «VHOpMAIMOHHO-TOKYMEHTAIMOHHOE OOECIIeYeHHe TpaxaaH U
noceTuTene» chopMupoBaTh y CTYJEHTOB LEIOCTHOE IIPEICTABICHUE 3BOIIOLMU pabOThl U 00
0COOEHHOCTSIX JOKYMEHTHPOBAaHUS M CHEUU(PUKU OpraHu3aiuu paboThl ¢ OOpalieHUsIMU
rpaxnaan Poccuiickoit ®enepanuu.

3agaun AUCHMIIUHBI

JUis nocTHKeHUs Lesel pelaroTes ClaeAyoIne 3a1a4k U3yYeHNs AUCHUIUINHBL:
Teopemuueckas KOMNOHEHMA:

1) u3yyeHMe HOPMATUBHOW O0a3bl JOKYMEHTOB, DEryIMPYHOIUX pPaboTy ¢ oOpalleHusIMu
rpaXkaaH.

Ilo3nasamenvras KoMnOHeHMA:

1)bopmupoBaHre HAy4YHOTO TPEICTABICHHS O COBPEMEHHBIX IOAXOJax K pabore cC
0OpalIeHUsIMH TPAXKAAH;

Ilpaxmuueckas komnonenma:

1) popmupoBaHue HaBBIKOB padOT ¢ OOpaIIEHUAMH IPaX/1aH C MOMEHTA UX MOJIy4YEHUs J10 CAauu
B apXWB;

2) 03HaKOMJIEHUE C OPraHU3aMOHHBIMU BOIIPOCAMM JIMYHOIO IIpUeMa Ipax/iaH.

MecTo AucuMIUIMHBI (MOYJIs) B CTPYKTYpe 00pa3oBaTeIbHOI POrpaMMbl

Hucuunnuba  «MHQOpManMoOHHO-IOKYMEHTA[MOHHOE ~OOecreueHrue IMpuemMa TpakIaH MU
noceTuresnei» oTrHocutcs K broky Jucummmmeel (Momymm) mo BwiOopy 1 (/IB.1) yueGHOrO
IUIaHa.

N3yuaercs oHa BO 2 ceMecTpe Ha O4HOM Gopme 00ydeHus1, Oasupyercss Ha 3HAHUSAX, YMCHUAX U
HaBBIKaX, MOJYYEHHBIX Ha MEPBOM Kypce MOATOTOBKU. B cBoI0 ouepeab oHa obecrieunBaeT
U3Y4YEHUE CIIEAYIOMUX TUCIUIUINH: DJIEKTPOHHBIE apXWBBl U apXHUBHBIA ayTCOPCHUHT, OCHOBBI
AJIEKTPOHHOTO  JOKYMEHT00OOpoTa B  opraHu3auuu, LludpoBble  TexHosoruu B
JOKYMEHTOBEJICHUH M  apXuBoBeleHUH, OCHOBBI  KOHTPOJBHOW  JIEATENBHOCTH B
JIOKYMEHTOBECHUH U apXUBOBEICHUU U JIp.

VYyeOnass mnporpamma aucuuiiauHbel  «MH}opMannoHHO-IOKYMEHTAallMOHHOE —o0ecnevyeHue
nprema rpax/iaH U MOCeTUTeNel»» MpeaycMaTpuBaeT NMPoBeJeHNE 3aHATUI B (popmMe JieKuuil u
IpakTH4eCKUX 3aHsATUH. OHa MOJArOTOBJIEHA B COOTBETCTBUU TPEOOBAHUSIMMU, MPENbABICHHBIMU
¢ TpeboBanussmMu GI'OC BO 3++.

JlocTnxkeHre 1enu COMPOBOXKAAETCS PACKPBITUEM TEpes CTYJEHTaAMHM 3HAYEHMs AJIEKTPOHHOIO
NPaBUTENIbCTBA B PA3BUTHUU HABBIKOB paboT ¢ 0OpallieHUsIMU IpaX/laH C MOMEHTA UX MOTy4YeHUs
0 chayud B apxuB. B xome oO0y4yeHMs CTYIEHTBI JOJDKHBI HAyYUThCS CO3HATENIbHO U
pallMOHAJIBHO  MCIIONB30BaThb  BO3MOXKHOCTH,  IpeloCTaBiseMble  HMHGOPMAlMOHHBIM
obecrnieueHreM, JJIsl peleHus] pa3HOOOpa3HbIX YIPaBICHYECKUX 3a/1a4.

Ilepeyens TIAHUPYEMBIX Pe3yJILTATOB  O0y4YeHUs] MO JAUCHUILIMHE (MOAYJIIO),
COOTHECEHHBIX C IUVIAHNPYEeMBbIMH Pe3YJIbTATAMH OCBOEHHS 00pPa30BaTeJbHOMH MPOrpaMMbl
N3yuenune naHHOM y4yeOHOW MUCHMIUIMHBI HAIPaBIeHO Ha (OPMHUPOBAHHE Yy OOYHYaIOLIMXCS
CIEAYIOIUX KOMIETEHIIHI:

PesynbraTel 00y4YeHHUS 10 AUCIUTUIHHE
(3Haem, ymeem, @nadeem (HABLIKU U/UTU ONbIM
OdesimenvbHOCML))

Kon n HaumenoBanue
WHIUKaTopa™

ITK-4. CnocoGen ocymecTBIsiTh padoThl M0 NMPOCKTHPOBAHMIO U BHEAPEHHIO CHCTEMBbI
JJIEKTPOHHOIO0 J0KYMeHToo0opoTta B cdepe AOKYMEHTAIMOHHOIO YNPABJICHUSA
OpraHu3anuu

NIIK- 4.1. YuacTtByer B pabore \ 3HAET CUCTEMBI AJICKTPOHHOTO JIOKYMEHTO000pOTa




Kon n HaumeHoBanue
WHJUKaTopa™

Pe3ynbpTarel 00yueHuUs MO AUCIUTIIMHE
(3Haem, ymeem, e1adeem (HABbIKU U/UNU ONbIM
desimenvHoCmL))

10 TIPOSKTUPOBAHHIO U
BHCAPCHHUIO CUCTCMbI
3JIEKTPOHHOTO
JIOKYMEHT0000poTa B chepe
JIOKYMEHTAIMOHHOT'O YIIPABICHUS
OpraHu3aIfu

YMeeT opraHu3oBbIBaTh pabOTy IO MNPOESKTHPOBAHHIO
CHCTEMBI AJIEKTPOHHOTO JIOKYMEHT0000pOoTa

MmeeT OMBIT 1O MPOCKTUPOBAHUIO M  BHEIPEHHIO
CHUCTEMBI 3JICKTPOHHOTO JOKYMEHTOO0OpoTa B cdepe
JOKYMEHTAIMOHHOTO YIIPABJICHUS OPTaHU3aIIUH

NIIK- 4.2. CnocoGeH mpuMeHSTh
CUCTEMBI JIEKTPOHHOTO
JIOKyMeHTooOO0poTa B chepe
JIOKYMEHTAIMOHHOTO YIIPABJICHUS
OpraHu3aIuu

3HaeT WH(OPMALMOHHBIE CUCTEMbl B YMpPaBICHUYECKON
JISATEITbHOCTH B OpraHU3alI

YMmeer mNpUMEHATh HHQPOPMALMOHHBIE CHUCTEMBI B
YIPaBJIEHYECKOU JAESITEIbHOCTH B OpraHU3aluu
[Ipumensier HaBbIKM HMH(POPMALMOHHBIX CUCTEM B

YOPaBJIE€HYECKON JAESITEIbHOCTH B OpraHU3aluu

IHK - 6. CnocoGeH ocymecTBJIsITb KOHTPOJIb IPOLECCa M CPOKOB HCIHOJHEHUA

JOKYMCHTOB B Opranu3amuu

UIIK- 6.1. PerynupyeT KOHTpOJIb
nporecca U CPOKOB HCIIOIHEHUS
JIOKYMEHTOB B OpraHu3aluu

3HaeT mpolecc M CPOKH HCIIOIHEHUS JIOKyMEHTOB B
OpraHu3aIu

YMeeT KOHTPOJUPOBATh MPOIECC W CPOKU HCIIOTHEHUS
JIOKYMEHTOB B OpraHH3aINH

IIpuMeHsieT HaBBIKM KOHTpOJISI IIpoliecca MU CPOKOB
UCIIOJIHEHUS JOKYMEHTOB B OPraHU3aLuU

UIIK- 6.2. OcymiecTBisieT
KOHTPOJIbHYIO JICATEIILHOCTh B
JIOKYMEHTOBEICHUU U
ApXUBOBEACHUU OpTaHU3aI[UU

3HaeT KOHTPOJIbHYIO ACATCIBbHOCTh B JOKYMCHTOBCACHNN
M apXUBOBCACHNUU OpPraHru3aliin

YmMmeer INPUMCHATH KOHTPOJIbHYIO  ACATCIBHOCTL B
HJAOKYMCHTOBCACHUHN U APXHUBOBCACHUN OpTaHHU3aANN

Nwmeer OIIBIT KOHTPOJIBbHOU NeATEILHOCTD B
JJOKYMEHTOBEJICHUU U apXUBOBEICHUN OpPraHU3aliu

Coaep:xaHue TMCUMILINHBI:

Pacnipenenenuie Bu10B yueOHOM pabOThI U UX TPYIOEMKOCTH IO pa3jienaM JUCIUIINHBL.
Paznensl (TeMbl) AUCHUIUTUHBI, U3ydaeMble BO 2 ceMecTpe (ouHas popma oOyueHHs)

KosngectBo yacoB
Bueaynu-
Ne HaumenoBanue pa3aenos (TeM) AyauTopHas Topl}ilaﬂ
Bcero pabota
pabota
J | I3 | JP | CPC
Beenenue. 3akoHoaTeNbHOE PETyIMPOBAHUE U
1. |HOpMaTHBHO-METOAMYECKOE OOecredeHrne padboThI C 18 | 4 8 6
00palIeHUsIMHU TPAXKAAH
Opraau3anus 1 perjaaMeHTanus paboThl ¢
2.  |oOpalmieHusiMU rpaXkaH B OpraHax rocyaapcrsenno | 18 | 4 8 6
BJIACTH
3.  |BezneHue 1enonpou3BOJICTBA O oOpameHusiM rpaxkaan| 18 | 4 8 6
4 O6ecnequI/£e JMYHOTO TIpUeMa TpaxIaH u 16 | 6 5 4
oceTUTeNeH
UTOI'O no pazdenam oucyuniunsl 70 | 18 | 30 22
KonTpons camocrositensaoi pabotsl (KCP) 2
[Tpomexxyrounas arrecrauus (MKP) 0,3




ITonroToBKa K TEKyLIEMY KOHTPOJIIO 35,7

OO01m1as TPyJ0EMKOCTh 1O TUCIUILINHE 108

[Tpumeuanue: JI — nexuuu, [13 — npakrudeckue 3anatust / cemuHapsl, JIP — mabopaTopHbie
sansitusi, CPC — camocrositenbHas paboTa cTyieHTa

KypcoBbie padoThI: HE IIPE1yCMOTPEHBI
®opma npoBeeHUs ATTECTALUH N0 TUCHHUIINHE: YK3aMEH

ABTOP: OUEHT Kadeapbl 0011ero, CTpaTerniuecKoro, MHPOPMAIIMOHHOTO MEHEKMEHTA
ousHec-mporeccoB CenuBanona E.I1.



