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
«MHpopMaIIOHHBIE TEXHOJIOTUNY U3yYaeMbIX B OakaaBpuare.

B cBoto ouepenp, M3yueHHE NUCHUIUIMHBI 00ECIEYMBAET BO3MOKHOCTb YCHEIIHOI'O OCBOEHUS
CTYACHTaMH CJIEIYIOLUINX JUCIHUILIMH OCHOBHON 00pa30BaTeNbHOM MporpaMMel: « DJIEKTPOHHbIE
JIOKYMEHTHI B KaJIpoBOM paboTey, «OCHOBBI AJIEKTPOHHOTO JOKYMEHTOOOOPOTAa B OpTraHU3aIun,
«YTpaBieHHE KOPIIOPATUBHBIM KOHTEHTOM.

Ilepeyenr mIaHMpyeMBIX pe3yJabTaTOB O0y4YeHUS] MO JAUCHMILUIMHE (MOAYJIIO),
COOTHECEHHBIX C INIAHUPYEMBIMH Pe3YJIbTATAMH OCBOCHHA 00Pa30BaTEJbLHOM IPOrPaMMBbI
N3ydyenue naHHOM y4eOHON AMCLUMIIIMHBI HAIMpaBlIEHO Ha (OPMUPOBAHHME Yy OOYHAIOIIMXCS
CIIEYIOIINX KOMIIETEHIIUMN:

KOI[ N HAUMCHOBAHHC

HHKaTOpa® Pe3ynbraThl 00y4eHHUs IO AUCIUIIIMHE

IIK-1. Cnocoben pa3padaTbiBaTh W BHEAPATH JIOKAJbHbIe HOPMATHBHBIE AKTHI IO
JOKYMEHTAIlMOHHOMY o0ecle4yeHHI0 YIPaBJIeHUsI OpraHu3anuei

UIIK 1.1 —CnocoOeH | 3HaeT (GyHKIUU JIOKYMEHTOOOOpOTa; HOPMATHUBHBIE JIOKYMEHTHI,
pa3pabaTbIBaTh HOpMAaTHUBHYIO 6a3y, perIaMeHTUPYIOIIY IO JJIEKTPOHHBIN
JIOKaJIbHbIE JIOKYMEHTO0000pOT

HOPMATUBHBLIE  aKTBl | YMeeT ONpeAesaTb MPaBWIBHOCTh  O(GOPMIICHUS  PEKBU3UTOB
o JOKYMEHTa

JTOKYMCHTAIlMOHHOMY | Briajeer moHMMaHUEM MPaBHIBHOCTH O(OpPMIIEHUS TOKYMEHTAIWU;
00€CTIEUEHHIO 3HAHUSAMHU B 00JIACTH CHCTEMATH3AIUH IOKYMEHTOB

YIpaBJICHUSA
OpraHu3aruen

NIIK 1.2 - Buenpsier | 3HaeT GyHKIMH JTOKYMEHTOOOOPOTA; HOPMATHBHBIC JIOKYMEHTHI,




Kox u HaumenoBanme
Pe3ynbrarhl 00y4eHwHs MO JUCITUTIIIMHE

WHIUKaTopa™
JIOKAJIbHBIE HOPMATUBHYIO 0a3y, pETrIaMEHTHPYIOIIYIO DIIEKTPOHHBIN
HOPMATUBHBIC  aKTHI | JIOKYMEHTOOOOPOT JCHCTBYIOIIHME MEXKIYHAPOIHBIC CTaHJIAPTHI,
10 crnenuuKalud U TEXHUYECKHE OTYETHI, HCIOJIBb3yeMble B cdepe

JOKYMEHTALMOHHOMY | YIpPaBJICHUsS JOKyMEHTAalUued M WHPOPMAIIMOHHBIMU TEXHOJOTHIMHU
o0ecnedeHuno yIpaBJIEeHUs

yIIpaBICHUS VYMeer omnpenenat NPaBHIBHOCTE  O(GOpPMIICHHS  PEKBH3HTOB
OopraHusanuen JOKyMEHTa; (OpMyJHpoBaTh oO0muUe TpeOOBaHUA K  TEKCTY
HIICKTPOHHOT'O JIOKYMEHTa

Brnaneer moHMMaHueM NpPaBUIBHOCTH O(GOPMIICHHUS TOKYMEHTAIHH;
3HAHUAMH B OOJIAaCTHM CHCTEMATH3allMU JOKYMEHTOB; 3HAHUSAMH O
MOJIX0/1aX K BHEJJPEHHUIO CUCTEM MIEKTPOHHBIX IOKYMEHTOB

Coaep:xxanue TMCUMIINHBI:
Pacnpenenenue BuioB yueOHON pabOThl M UX TPYJOEMKOCTH IO pa3jiesiaM JAUCLUILIUHBI.
Paznensr (TeMbl) AUCIUIUIMHBL, H3y4YaeMble Ha 4 Kypce (3aouHas popma oOydeHwHsI)

KonnyectBo yacos
AynuTtopHas Bueayn
Ne HanmeHoBaH#e pa3nienoB (Tem) UTOpHAsI
Bcero pabora
pabora
J | 113 JIP | CPC
1 [TonsiTHe ¥ HOpMATHBHO-METOIMYECKas Oaza 26 | 2 9 29
JICJIOTIPOU3BO/ICTBA
3akoHOaTeIbHAst OCHOBA KOPIIOPATUBHOTO
2 |perynupoBaHUs JOKYMEHTAIIHOHHOTO O00eCTeueHHs 26 | 2 2 22
YIpaBJICHUS] OPTaHHU3AIIHH.
CocTaB KOpIIOpaTUBHON HOPMATUBHO-METOTUIECKON
0a3bl JOKYMEHTAITMOHHOTO O0SCTICUCHUS YIIPABICHHUS
3  |OPraEM3amym. VcnomHuTeNny Mo co3JaHuio 26 | 2 5 29
KOPIOPATUBHOW HOPMATHUBHO-METOIUYECKON Oa3bl
JIOKYMEHTAI[MOHHOTO 00eCTIeUeHHs yIpaBICHU
OpTraHu3aIuu
DTanbl co3aHus KOPIOPATUBHON HOPMATHBHO-
METOIUIECCKON 0a3bl JOKYMEHTAIMOHHOTO
4 oOecrneyeHns ynpaBleHUs] OpraHU3aIlHH. 24 9 29
" |HopmaTHBHBIC JOKYMEHTHI [0 TPYIy B OXpaHe TPy/a.
Pa3paboTka HOpMaTHBHO-METOAMYECKUX IOKYMEHTOB
JUTSL OpTaHU3aIH 0€30MMacHOCTH HH(MOpMAIHH
HUTOIO no pazoenam oucyuniurvl 102 | 6 8 88
KonTpons camocrositensaoi pabotsl (KCP) 2
[Tpomexyrounas artectanus (MKP) 0,2
[ToaroToBKa K TEKyIeMy KOHTPOJIO 3,8
OO61mas TpyA0€MKOCTh IO JUCITUILINHE 108

[Ipumeuanue: JI — nexmuu, [13 — mpaktudeckue 3austus / cemuHapsl, JIP — maGopartopHbie
3anatus, CPC — camocrosiTensHas paboTa CTyZeHTa

KypcoBbie padoThbl 110 JUCHUIUIMHE HE TPEAYCMOTPEHBI

dDopMa NpoBeIeHUs ATTECTALUH N0 JUCUHUIIHHE. 3a4EeT

ABTOp: 0UEHT Kadeapbl 00I1Iero, CTpaTernyecKoro, MUHMOPMaIMOHHOTO MEHEPKMEHTa U
ousnec-nporneccoB CenuBanona E.I1.



