AHHOTAUUA K padoveil mporpaMMe TUCHMILIAHBI
b1.B.01.01 PABPABOTKA HOPMATUBHO-METOAUWYECKUX JIOKYMEHTOB
OPI'AHU3ALINU

O6bem Tpynoemkoctu: 108 yac. = 3 3a4eTHBIC €TUHUIIBI

HeJab AMCHUIUIMHBL. CPOPMHUPOBATH Y CTYACHTOB LIEJIOCTHOE MPEACTaBICHUE 00 OpraHu3aluu
JTIOKYMEHTO000pOTa, a Takxke o ero Meronuyeckom oOecrieueHuu. ChopMUpOBAaTh HABBIKH B
UCTIOJIb30BaHUH JIOKYMEHTOB B apXHUBAaX C COOJIIOJICHHEM HOPMATUBHO-TIPABOBBIX HOPM.

3agauyu AUCHMILINHBI

Jlis noctrkeHus Lenel penaroTcs CASAYOIUE 3a1a4d U3yYeHUs JUCLUIIIINHBI:
Teopemuueckas KOMnOHeHMA:

1) u3yueHre HOPMATUBHOW 0a3bl JOKYMEHTOB, PETYIUPYIOUINX PadOTy C TOKYMEHTAMU;

2) u3y4eHue OCHOBHBIX TEPMUHOB B 00J1aCTU JOKYMEHTOOOOPOTa U JIETONPOU3BO/ICTBA.
llo3nasamenvnasn komnoHenma:

1) wu3ydeHHE OTEYECTBEHHOTO M  3apyOeKHOro ombiTa B  00NAacCTH  NPUMEHEHUs
JIOKYMEHTO000pOTA.

Ilpaxmuuyeckas komnonenma:

1) ymenue chopmMyarpoBaTh TpeOOBaHUS K IIOTOKaM JIOKYMEHTOB;

2) 3aKpeIuieHre Y CTYJCHTOB YMEHUH IMOJIb30BaThCs MOMYyUYEHHBIMH TEOPETHUECKUMU 3HAHUSMU
IIPU PEIICHNUU IPAKTUYECKUX 3a/1a4;

3) ymeHue pa3pabaTbiBaTh HOPMAaTUBHO-METOAMYECKUE JOKYMEHTHI OpraHU3aI[|H.

MecTo AucuMIUIMHBI (MOYJIs) B CTPYKTYpe 00pa3oBaTeIbHOI POrpaMMbl

Huctunnmua  «Pa3paboTka  HOpPMAaTHBHO-METOAMYECKHX  JOKYMEHTOB  OpraHH3aIl[uN»
NPUHAIISKUAT K Y9acTH, GOpPMHUPYEMON y4acTHHKaMH OOpa3oBaTeIbHBIX OTHOIIEHHH Oioka bl
"Mucuumnuael  (Momynu)"  y4eOHOro miuaHa  4acTH, (OPMHUPYEMOH  y4acCTHHUKAMH
00pa3oBaTebHBIX OTHOIICHUH.

Jlis ycnemHoro ycBOSHHs JUCHUIUIMHBI HEO0X0IMMO, YTOOB! OakagaBp UMeJ 3HaHUS, YMEHHMS,
BJIQJICHHE U HaBBIKU B 0ObeMe TpeOOBaHUN JUCHMIUIMH: «JlOKyMEHTOBeneHUe» WU
«HpOpMaIIOHHBIE TEXHOJIOTHI» N3YYaeMbIX B OakanaBpuarte.

B cBoto ouepenp, M3yueHHE NUCHUIUIMHBI 00ECIEYMBAET BO3MOKHOCTb YCHEIIHOI'O OCBOEHUS
CTYACHTaMH CJIEIYIOLUINX JUCIHUILIMH OCHOBHON 00pa30BaTeNbHOM MporpaMMel: « DJIEKTPOHHbIE
JIOKYMEHTBI B KaJpoBoil paboTe», « OCHOBBI 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa B OPraHU3alun»,
«YnpaBieHHe KOPIIOPATUBHBIM KOHTEHTOM).

Ilepeyenr mIaHupyeMbIX pe3yJbTaTOB O0y4eHHs1 1O JAUCHHIVIMHE (MOZYJII0),
COOTHECEHHBIX C IVIAHNPYEMbIMH Pe3yJIbTATAMH OCBOEHHS 00pa30BaTe/JbHOM NPOrpaMMbl
N3yuenune naHHOM y4yeOHOW TUCHMIUIMHBI HAIpaBIeHO Ha (OPMHUPOBAHHE Yy OOydYaIOUIMXCS
CIEAYIOINX KOMIETEHIIHI:

Ko v HaumeHnoBauue

e — Pe3ynbTaTsl 00yueHus o AUCHUILIIUHE

ITK-1. Cnocoben pa3padaTbiBaTh W BHEJAPATH JIOKAJbHbIC HOPMATHBHBIC AKTHI IO
AOKYMEHTAIHOHHOMY 00ecneyeHnI0 YIPaBJeHUs1 Opranu3amnueit

HIIK 1.1 —Crocoben | 3HaeT (yHKIMH TOKYMEHTOOOOpPOTa; HOPMAaTHBHBIE JIOKYMEHTHI,
pa3pabaTbIBaTh HOpPMaTUBHYI  0a3zy,  pErIaMEeHTHUPYIOIIYI0  3JEKTPOHHBIN
JIOKAIIbHBIE JIOKYMEHTO000pOT

HOPMATUBHEIE aKTBl 110 | YMeEEeT OmNpeAensiTh MpaBWIbHOCTE OGOPMIIEHHUS PEKBU3UTOB
JIOKYMEHTallHUOHHOMY JTIOKYMEHTa

obecreueHno Bnaneer MMOHUMaHUEM MPaBUILHOCTH oopmIIeHUS
yIpaBICHUS JOKYMEHTAllMW; 3HAHWAMHU B  O0JIACTH  CHUCTEMaTH3alllH
opraHu3anuein JTOKYMEHTOB

NITIK 1.2 - Baenapser | 3HaeT GyHKIMH JOKYMEHTOOOOpPOTa; HOPMATHBHBIE JTOKYMEHTHI,




Kox n HaumenoBauue
Pe3ynbrarel 00y4eHUs IO TUCITUATIIINHE

WHIUKaTopa™
JIOKAJIbHBIE HOPMAaTUBHYIO  0a3zy, pEIAMEHTUPYIOIIYI0  AJICKTPOHHBIN
HOPMATUBHBIC aKTBl IO | JOKYMEHTOOOOPOT JCHCTBYIOIIHME MEXIyHApOJHBIC CTaHIAPTHI,
JIOKYMEHTallMOHHOMY crnenupuKaud 1 TEXHHYECKHUE OTUYETHI, MCIONb3yeMble B cepe
00eceuyeHuIo yIpaBICHUS JIOKYMEHTaIueH u UH(GOPMAITMOHHBIMHU
yIpaBICHUS TEXHOJIOTUSIMU YITPABJICHHUS
OpraHHu3aIe YMeeT omnpeaensaTh MPaBUIBHOCTH OQGOPMIICHHS pPEKBU3UTOB

JTOKyMeHTa; (QopMynupoBaTh o00mue TpeOOBaHUS K TEKCTY
DJIEKTPOHHOT'O JIOKYMEHTA
Brnaneer MMOHNMaHHEM MIPaBUIBHOCTH oopMIICHHS
JOKYMEHTAllMM; 3HAaHUSAMH B  00JacTH  CHCTEMAaTU3alluu
JOKYMEHTOB; 3HAHUSAMHU O TIOAXOAaX K BHEIPCHHIO CHCTEM
DJIEKTPOHHBIX TIOKYMEHTOB

Coaep:xxanue TMCUMIINHBI:

PacnpeneneHue BUIOB y4eOHOU paObOThI M UX TPYJAOEMKOCTH TI0 pa3JiesiaM QUCIUILTHHBI.
Pasnenbl  (TeMbl) AMCHUIUIMHBI, W3y4daeMble B 3 cemectpe (OakamaBpuar) (ounas ¢opma
00yJeHusl)

KomnyecTBo yacos

Bueayn
MTOpHAS
paborta

AynuTtopHas

No HaumenoBanue pa3aenos (Tem) Bcero pabota

JI | 1I3 JP | CPC

1 [TonsiTHe ¥ HOpMATHBHO-METOIMYECKas Oaza
" |memonmpou3BOACTBA

22 4 8 10

3aKoHO/ATEIbHAs OCHOBA KOPIIOPATUBHOTO
2.  |peryiaMpoBaHUs JOKYMEHTAIlMOHHOIO 0OecredeHus 28 4 8 16
yIpaBJICHUS] OPTraHU3aIHH.

CocraB KOpIIOpaTUBHON HOPMATUBHO-METOAMYECKOM
0a3bl JOKYMEHTAIIMOHHOTO 00ECTICUeHUsI YIIPABICHUS
opra"uzanuu. VcrogHuTenu 1no co31aHuto
KOPIOPATUBHOW HOPMATHUBHO-METOIUYECKON Oa3bl
JIOKYMEHTAI[MOHHOTO 00eCTIeUeHHs yIpaBICHU
OpraHu3aIuu

22 4 8 10

Orarnsl co3JaHUs KOPIIOPAaTUBHON HOPMAaTHBHO-
METOINYECKON 0a3bl TOKYMEHTAllMOHHOTO
oOecrieueHns ynpaBiIeHUs] OpraHU3altH.
HopmaTtuBHBIE TOKYMEHTHI IO TPYAY U OXpaHe TpyJa.
Pa3zpaboTka HOpMaTUBHO-METOJUUECKUX JOKYMEHTOB
JUIsl OpraHu3aluu 6e301acHOoCT HHbOpMalluu

338 | 4 10 19,8

HUTOIO no pazoenam oucyuniurvl 105,8 | 16 34 55,8

KonTpons camocrositensaoi pabotsl (KCP) 2

[Tpomesxxytounas arrecrauus (MKP) 0,2

IToaroroBka K TEKyIIEMY KOHTPOJIIO

OO61mas TpyA0€MKOCTh IO JUCITUILINHE 108

[Ipumeuanue: JI — nexuuu, [13 — npakTuyeckue 3ausaTus / cemunapsl, JIP — maboparopusie 3ausatus, CPC
— caMocTosITeNbHAs paboTa cTyIeHTa

KypcoBbie padoThbl 110 AUCHUIUIMHE HE MPEAYCMOTPEHBI

®opma npoBeieHUs] ATTECTANNH 10 JUCHMUIIIIMHE . 3a4ET

ABTOp: A01EHT Kadeaphl 00IIero, CTpaTernuecKoro, HHPOPMAIMOHHOTO MEHEPKMEHTA U
ousnec-mporeccoB CenuBanosa E.I1.



