AHHOTAUUA K padoveil mporpaMMe TUCHMILIAHBI .
b1.B./1B.02.01 HOPMATUBHO-METOANYECKASA BA3A JOKYMEHTHOHU
JAEATEJBHOCTU B OPTAHU3ALIUN

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

Hesab AMCHUIUIMHBL. COOPMHUPOBATH Y CTYAEHTOB LIEJIOCTHOE MpEACTaBIeHUEe 00 OpraHu3aluu
JOKYMEHTOO0O0pOTa, a TaKkKe O ero mMeroaumdeckoMm obecrieueHur. CHOpMHUpPOBATH HABBIKM B
UCIIOJIb30BaHUU JIOKYMEHTOB B apXHUBaX € COOJIIOJICHUEM HOPMATUBHO-TIPABOBBIX HOPM.

3aga4u AUCHHUILIMHBI

Jlis noctrkeHus 1enel penarTcs CASAYOIUE 3a1a4d U3yYeHUs JUCIIUILINHBL:
Teopemuueckas KOMnoOHeHma:

1) u3yueHnre HOPMATUBHOW 0a3bl JOKYMEHTOB, PETYIUPYIOLUINX PadOTy C TOKYMEHTAMU;

2) U3yyeHre OCHOBHBIX TEPMUHOB B 00JIACTH JOKYMEHTOO0OPOTA U JEJIONPOU3BOICTBA.
llosnasamenvnas KoMnOHenma:

1) wu3yyeHME OTEYECTBEHHOIO M  3apyOeXHOTO ombiTa B 00JacTH  NPUMEHEHHUA
JIOKYMEHTO000pOTA.

IIpaxmuueckas komnonenma:

1) ymenue chopmMyarpoBaTh TpeOOBaHUS K IIOTOKaM JIOKYMEHTOB;

2) 3aKpeIuieHue y CTYJACHTOB YMEHUH MOJIb30BaThCs MMOJyYEHHBIMU TEOPETUYECKUMHU 3HAHUAMU
IIPU PEIICHNU IPAKTUYECKUX 3a/1a4;

3) ymeHue paboTaTh €  CHUCTEMaMu  JIOKyMEHTOOOOpoTa B  HMH(OpMaIMOHHO-
TEJIEKOMMYHUKAIIMOHHOM ceTu «HTepHe™.

MecTo nucuMIuHbI (MO1YJIf1) B CTPYKTYpe 00pa3oBaTeIbHOH MPOrpaMMbl

Hucnunnuna «HopmaTuBHO-MeToIMYeckasi 6a3a TOKYMEHTHOHN JESTeNTbHOCTH B OPTaHHU3AI[UN»
NPUHAUICKUT K 4acTH, GOpMUPYEMON yyaCTHHUKaMH 0Opa30BaTENIbHBIX OTHOIIEHUH Oioka bl
" Mucuumnuasl (Moaynun)" yaedHoro miana Juctumnuael (Moxynu) o Beidopy 2 (IB.2).

Jnst ycrenHoro yCBOSHUS AUCITUIUTMHBI HE0OX0AMMO, YTOObI OaKkaiaBp UMEJ 3HAHHS, YMEHUS,
BJIQJICHHE U HaBBIKKU B 00beMe TpeOOBaHWUN TUCHUIUIMH: «JlOKyMEHTOBEIEHUE» WU
«MHbopMalIIOHHBIE TEXHOJIOTUN» U3yYaeMbIX B OakagaBpuare.

B cBoro ouepenpb, M3ydeHHE TUCIUILIMHBI 00ECTIEYMBAET BO3MOXKHOCTH YCIEIIHOTO OCBOEHHS
CTYyJIEHTaMH CIEAYIOIINX AUCIUIUTMH OCHOBHOM 00pa30BaTEIbHOM MPOTrpamMMbl: DJIEKTPOHHBIC
JOKYMEHTBHI B KaJpoBoil pabore, OCHOBBI ANEKTPOHHOTO JOKYMEHTOOOOpOTa B OpPTaHU3AIINH,
VYrnpanenrue KOpropaTuBHBIM KOHTEHTOM.

Ilepeyens mnuIaHupyeMbIX pe3yJbTaTOB O0y4YeHHSI 1O JAUCHHUIUIMHE (MOAYJ10),
COOTHECEHHBIX C IVIAHUPYEMBIMH Pe3yJIbTATAMH OCBOCHHSA 00Pa30BaTEJIbHOI MPOrpaMMbl
W3ydyenue naHHOM y4eOHOI AMCLUMILIMHBI HaIpaBlIeHO Ha (OPMUPOBAHHME Yy OOYHAIOIIHUXCS
CJIEYIOIINX KOMIIETEHIINMN:

KO,Z[ 1 HAUMCHOBAHHC

T — Pe3ynbraTsl 00y4eHUs IO AUCIUIITUHE

IIK-1. Cnocoben pa3padaTbiBaTh W BHEAPATH JIOKAJbHbIe HOPMATHBHBIE AKTHI IO
JOKYMEHTAIlMOHHOMY 00eCle4YeHHI0 YIIPaBJICHHUs OpraHu3anuei

UIIK 1.1 —CnocoOeH | 3HaeT GyHKIUU JOKYMEHTOOOOpPOTa; HOPMATHUBHBIE JTOKYMEHTHI,
pa3pabaTbIBaTh HOPMAaTHUBHYI0  0a3y,  perjJaMeHTUPYIOUIYI0  3JIEKTPOHHBIN
JIOKaJIbHbIE JIOKYMEHTO000pOT

HOPMATUBHBLIE aKThl II0 | YMEET OIpelneNniarTh MpaBUIbHOCTh O(OPMIIEHUS PEKBU3UTOB
JIOKYMEHTAllMOHHOMY JIOKYMEHTa

00ecreyeHnIo Bnageer ITOHMMAHHUEM IPaBUJIBHOCTH oopmienus




Kox n HaumenoBauue

Pe3ynbTaTsl 00yueHus Mo AUCHUILITUHE

WHIUKaTopa™

yIpaBiIeHUs JOKYMEHTAllMW; 3HAHUSAMH B  O0JIACTH  CHUCTEMAaTH3AINH
opraHusalei JIOKYMEHTOB

HIIK 1.2 - Baenpsier | 3HaeT GyHKIHMH JOKYMEHTOOOOpPOTa; HOPMATHBHBIC JTOKYMEHTHI,
JIOKaJbHBIE HOPMaTUBHYIO  0a3y,  pEIAMEHTUPYIOIIYI0  AJICKTPOHHBIN
HOPMAaTUBHBIE aKThl MO | JOKYMEHTOOOOPOT JEHCTBYIOIIME MEXIAyHApOAHbIE CTaHIAPTHI,
JIOKYMEHTAIlMOHHOMY crenuuKalud 1 TEXHHYECKHUE OTYETHI, HCIIOIBb3yeMbIe B cdepe
00ecreveHuno yIpaBlIeHUs JOKyMEHTaluen u MH(GOPMaIMOHHBIMU
yIpaBiIeHUs TEXHOJIOTUSIMU YIPABJICHUS

opraHusaluei YMeeT ompenensTh MNPaBUIBHOCTE OQOPMIICHHS PEKBU3UTOB

TOKYMEHTa; (QopMyIupoBaTh o00mue TpeOOBaHUS K TEKCTY
AJIEKTPOHHOIO JOKYMEHTA

Brnageer MMOHUMaHHEM MIPaBUJIBHOCTH odopmiieHus
JOKYMEHTAllud; 3HAaHUSIMH B  OOJACTH  CHUCTEMaTH3aluu
JOKYMEHTOB; 3HAHHUAMU O TOAXOAAaX K BHEIPEHHIO CHCTEM

9JICKTPOHHBIX JOKYMCHTORB

Coaep:xxanue TMCUMIINHBI:
Pacnpenenenue BuioB yueOHON pabOThl M UX TPYJOEMKOCTH IO pa3jiesiaM JAUCLUILINHBI.
Pa3nensl (TeMbl) TMCHUIUIMHBI, U3y4YaeMble Ha 2 Kypce (3aouHast popMa oOydeHus)

KosmyecTBo 4yacoB
BaeaynuTo
Ne HaumenoBanue pa3zaenos (Tem) AymTopHas pHas
Bcero pabora
pabota
J | I3 [JIP] CPC

1 [TonsiTHE M HOpMAaTUBHO-METOANYECKast Oa3a 26 5 4 20

JIeJIOTIPOU3BOICTBA.
2 TpeboBanus K 0pOPMIIEHUIO YIIPABICHUYECKUX 26 2 4 20

JIOKYMEHTOB
3 |Cucrembl JOKYMEHTAITUU 28 2 2 20
4. |Opranu3zaius TOKyMeHT0000poTa. 24 4 2 22

UTOI'O no pazdenam oucyuniunsl 104 10 | 12 82

KonTpons camocrositensHoi pabotsl (KCP)

[Tpomexyrounas artectanus (MKP) 0,2

[ToaroToBka K TEKyLeMy KOHTPOJIIO 3,8

OO0m1ast TPyJ0EMKOCTh 1O TIUCIUIINHE 108

[Ipumeuanue: JI — nexmuu, [13 — mpaktudeckue 3anstus / cemuHapsl, JIP — maGoparopHbie
sanstusi, CPC — camocTosiTenbHast paboTa cTyAeHTa

KypcoBbie padoThl 10 AUCHHUIIIMHE HE IPEYCMOTPEHBI

d)opMa NpoOBEeACHMSI aTTECTAMU IO JUCUMIIIMHE . 324CT

ABTOp: A01EHT Kadeaphl 00IIero, CTpaTernuecKoro, HHPOPMAIIMOHHOTO MEHEKMEHTA U
o6usnec-mporecco CenuBanona E.I1.




