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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
dbopMHUpOBaHUE Y CTYIACHTOB MOHATUNA O COBPEMEHHOM JOKYMEHTAIIMOHHOM O0OECTICUeHUU JIesi-
TETHHOCTH OpraHU3alui (MPEeAnpUITUN, YIPEIKICHHI) , HABBIKOB MPUMEHEHHSI MPAKTUIECKUX MPUEMOB U
MPOLIeTyp TOKYMEHTUPOBAHUSI B YIIPABICHUU, YMEHUSI OPUCHTUPOBATHCS B AJICKTPOHHBIX CHCTEMaX JIOKY -
MEHTO000pPOTa, CIIOCOOHOCTH CaMOCTOSITENIbHO MPUHUMATh PEHICHHS] O MPUMEHEHHH COOTBETCTBYIOIIUX
TEXHOJIOTUN TOKYMEHTHPOBAHUS B KOHKPETHBIX CUTYAITUSIX

1.2. 3agaun QUCHUIINHBI

— copMupOBaTh y CTYIEHTOB YETKOE MPEJICTABICHHE O HEOOXOMMMOCTH U POJIM JOKYMEHTAIH -
OHHOTO O0ECTICYECHHUSI B ICATEIILHOCTH OpTaHU3aIMii (IpeAnpUATHH, yUpeKACHUH);

—  O3HaKOMHTb CTYJIEHTOB C OCHOBaMH JIEJIONPOU3BOICTBA U JOKYMEHTO000POTa B OpraHU3alU-
AX;

— HU3YYUTh COBPEMEHHBIE MPOOJIEMBI JOKYMEHTHUPOBAaHUS MH(GOpPMAIH, 3aKOHOMEPHOCTH 00-
pa3oBaHMsl JOKYMEHTOB, CHUCTEMBI JOKYMEHTALMM, KOMIUIEKCHI JOKYMEHTOB, HAlpaBICHUsS COBEPILICH-
CTBOBaHMSI JOKyMEHTAIIUOHHOTO 00ECTIeUEeHMS;

— 00y4uTb CTYAEHTOB MpPaKTHKE BIAJCHUS OCHOBAMHU CIYKEOHOTO TOKYMEHTHPOBAHUS U JI€J10-
IIPOU3BOJICTBA;

— HAy4MTh [PaBWJIAM COCTaBJICHUS U OQOPMIIEHUS TOKYMEHTOB (OpraHU3allMOHHBIX, Paclops-
JUTEIbHBIX, HHPOPMALIMOHHO-CIIPABOUHBIX U Jp.), JOKYMEHTAIbHOTO O(hOpMIICHHUS PELICHUH B yIpaBiie-
HUM ;

— TI0Ka3aTh POJIb U MECTO COBPEMEHHBIX CHCTEM 3JIEKTPOHHOI'O JOKYMEHTO000pOTa B JEATEIb-
HOCTH OpraHU3alNii;

2. Mecro mucuuminabl B ctpykrype OITIOIT

Juctumnuaa «OO0mmii U AMeKTpoHHbIN gokymMeHToobopot» (B1.B.1.03.J1B.03.03) otHOCHTCS K
6soky 1 (BapuaTuBHas 4acTh).

[TpenmecTBYIONMME TUCIUTUIMHAMY, (OPMHUPYIOIIUMU HadaJIbHBIE 3HAHWUS, SBISIOTCS: JlenoBbie
KOMMYHHUKAIUH.

[TocnenyromumMu TUCHUTUIMHAME SIBIISIOTCS: 3allUTa BBIMTYCKHON KBaTM()UKAIIMOHHOW pPabOTHI,
BKJIIOYasi TIOJITOTOBKY K IMPOIIEype 3alllUThl U Mpolenypy 3auuThl, [IpakTrka no nomydenuro npodec-
CHOHAJIbHBIX YMEHHUI U ONbITa MPO(heCcCHOHATBHOM e TeNbHOCTH, YTIPABICHYECKUH YUeT.

3. TpeGoBanusl K pe3yJibTATAM OCBOEHMS JUCHMILTUHBI

[Tponecc n3yyeHus JUCUMIUIMHBI HApaBiieH Ha (JOPMHUPOBAHUE CIEAYIOIINX KOMIIETSHIUI:

— OIIK-1 crocoOGHOCTBIO pemiaTh CTaHIApPTHBIC 3a1a4d MPO()ECCHOHAIBHON JESITEIIbHOCTH Ha
OCHOBE MH(OpPMAIMOHHON M OuOIMOorpaduyeckor KyiabTypbl ¢ IpUMEHEHUEM HH(GOPMAIMOHHO-KOMMY-
HUKAIIMOHHBIX TEXHOJIOTUN M C y4ETOM OCHOBHBIX TpeOoBaHUN MH(POPMAITMOHHON 0€30I1aCHOCTH ;

— IIK-8 crmocoOHOCTBIO HCTIONB30BATh ISl PEIICHUS aHAIMTUYECKUX U HCCIEI0BATENbCKUX 3a-
Jlad COBPEMEHHBIE TEXHUYECKHE CPECTBA U MH(OPMAIIMOHHbIE TEXHOJIOTHH;

B pe3ynbraTe u3yueHust JUCIUILIMHBL 00Y4aIOLIUICS TODKEH:

— 3HaTh JOKYMEHTOBEIYECKYI0 TEPMHUHOJIOTHIO; HOPMAaTHUBHBIE JOKYMEHTBI, PEMIAMEHTHPYIO-
1M COCTaBleHHe H 0GOPMIIEHHE JOKYMEHTAIMH, HOPAIOK PabOTHl C HUMH; OCHOBBI JI€JI0NPOM3BOCTRA
U DIIEKTPOHHOTO JTIOKYMEHTOO0OpOTa B OpPraHU3allMsAX, MPUEMBI HCIIOJIb30BaHUSl JOKYMEHTO000pOTa; TO-
CYIapCTBEHHYIO TIOJIMTUKY B chepe TOKYMEHTAIMOHHOTO OOECTICYCHHUs YIPABICHHSI IEKTPOHHBIMHU J10-
KyMEHTAMH U 3IEKTPOHHBIM JTOKYMEHTOOGOPOTOM; COBPEMEHHbIE TPEOOBAHMS K OPraHW3AILUH, IPABHIIA
¥ HOPMbI PaGOTHI C JOKYMEHTAMH, TIPHUHIMIIEI M HPOLELYPhI TTOATOTOBKH OPraHH3aHOHHBIX U PACIOps-
JTUTENbHBIX JTOKYMEHTOB C HCIIOJb30BAHUEM COBPEMEHHBIX TEXHUYECKUX CPENCTB M MH(GOPMAIIMOHHBIX
TEXHOJIOTHIA; MpaBHUjIa JOKyMEHTAJILHOTO O(OPMIICHHUSI PEICHUH B yIpaBICHUH; OOIIME MPUHIIMIIBI T10-
CTPOEHUS U CTPYKTYPY CUCTEMBI 3JIEKTPOHHOTO TJOKYyMEHTO00O0POTa; OCHOBHBIE TPeOOBaHMs HHPOPMAIIH-
OHHOI1 6€3011aCHOCTH

— yMeThb Ha OCHOBE COOpaHHOUM MH(pOpPMAIMK OMPENENsTh 1IeTH, BEIOUPATh CPEICTBA BEACHUS
JIEJIOBOM JOKYMEHTAIMK; TPaMOTHO pa3pabaThiBaTh U O(POPMIIATH YIPABIECHYECKUE TOKYMEHTBI, UCIIOJb-



3yeMblIe B JACSITEIbHOCTH OPraHU3alliii; COCTABIISATH U MPABUIBLHO 0OPMIISITh OpTraHU3AIMOHHBIE U PACTIO-
pSAAUTENIbHBIE JOKYMEHTHI C IPUMEHEHHEM HH(POPMAIlMOHHO-KOMMYHHUKAI[HOHHBIX TEXHOJIOTUH; HCIIONb-
30BaTh BO3MOXKHOCTH OOIIETO W 3JEKTPOHHOTO TOKYMEHTOOOOpOTa ISl MPUHSITHS U TOKYMEHTAJIHHOTO
o(opMIIeHHUs YIIPaBICHUYECKUX PEIICHUI; UCIIOIB30BaTh B CBOEH MPOQeCcCHOHAIbHON NeSTEIbHOCTH IPHU-
KJIQJIHBIE MPOTPAMMHEBIE CPEJICTBA U CPEACTBA OPITEXHHUKHU; CAMOCTOATEIHFHO OCBAWBATh 3HAHMSI, HEOOXO-
JTUMbIe 171 paboThI C TOKYyMEHTOOOOPOTOM B KOHKPETHBIX cepax AeaTeIbHOCTH OpraHU3aIiH; OIepHpo-
BaTh 3HAHUSIMH, IMOJYYCHHBIMH IO JCIOMPOU3BOJICTBY B MPO(EeCCHOHATHHON ACSITETbHOCTH, PEIIaTh
CTaHJApTHBIC 33/1a4i MPOPECCUOHATBLHON NeATeIbHOCTA Ha OCHOBE MH(GOPMAIIMOHHON 1 Oubnmorpadu-
YECKOU KYyJIbTYpbI

— BJaJeTh HaBBIKAMHU COCTaBJICHHS U O(POPMIICHUS OPTraHU3ALMOHHBIX U PACTIOPSIUTENbHBIX
JIOKYMEHTOB B c(epe nmpodecCHOoHaIbHOM NesTeIbHOCTH; METOIMKONW COCTABJICHUSI IPOEKTOB OCHOBHBIX
YIPaBICHYECKUX JOKYMEHTOB; HABBIKAMH JOKYMEHTAILHOTO OOPMIICHHUS PEIICHUI B yIPABICHUH OIIC-
paIMOHHOM (TPON3BOICTBEHHOM) 1€ATEIbHOCTHIO OPraHU3aINi IPU BHEAPEHUN TEXHOJIOTMYECKUX, MPO-
JYKTOBBIX MHHOBAIIMH WJIM OPTraHU3aI[MOHHBIX M3MECHECHUI; METOIaMU U CPEICTBAMH TOIYYCHHUs, 00pa-
OOTKM W XpaHEHUs IOKYMEHTOB; HaBbIKAMU HCIOJIb30BAaHUS KOMITBIOTEPHOW TEXHUKH, MPOTrPaMMHO-
WH(POPMAITMOHHBIX CHUCTEM, KOMIBIOTEPHBIX CETEH; HABBIKAMHU PEIICHUs CTaHAApPTHBIE 3aaa4u mpodec-
CHUOHAJILHOM JIeATEIbHOCTH HAa OCHOBE MH(OPMALMOHHON M OHOIMOrpaduyeckoi KylbTypbl; COBPEMEH-
HBIMH TEXHHUYECKHMH CPEACTBAMU U MH(DOPMAIIMOHHBIMU TEXHOJIOTUSMHU; HaBBIKAMU O(OPMIICHHUS padoT,

BBINOJIHAEMBIX CTYIEHTaMHU B Ipoliecce 00ydeHus, C yueToM TpeOoBaHMH 00pa30BaTeIbHOIO CTaHAAPTA
By3a OC TYCVYP 02-2013 (CTO 02069326.1.02-2013)

4. Ha3zBaHue pa3iesioB (TeM) TUCUHUIITIMHbI

Hazsanus PasaciioB JUCHUIIIIMHBL

6 cemecTp

1 IIpenmert, conepsxkanne u 3aaa4u Kypcea. JIokyMeHTO000pOT U ACIONPOU3BOICTBO B PO ECCHOHATB-
HOHU JIeATEIbHOCTH.

2 IIpaBOBBIE 1 HOPMAaTUBHBIE OCHOBBI JOKYMEHTHPOBAHHUS YIIPABICHUYECKON NEATEIBHOCTH

3 [Monstue moxkymenta. CBoiicTBa nokymenTa. Kitaccuukamnus nokymenTta. CTpyKTypa JOKyMEHTA.
TpeboBanus K 0POPMIICHUIO TOKYMEHTOB.

4 Cuctemsl 1okymMeHTOB. CocTaBiieHHe U 0(hOpPMIICHHUE YIIPABICHYECKUX TOKYMEHTOB.

5 Opranuzanust paboTsl C JOKYMEHTaMHU

6 ®opMHpPOBAHHUE U TEKYIIEEC XPAaHEHHE TOKYMEHTOB. [10AroTOBKA JOKYMEHTOB K MIEPEAAUe B APXUB

7 DNEeKTPOHHBIN JOKYMEHTOOOOPOT, KIFOUEBBIC MIOHATHSI, OCHOBHBIE KOHIICTIIIII
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