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1. Iesin ocBoeHUs1 y4eOHOI JMCIUIITHHBI

Henstmu yaeOHOM TUCIUTUIHHEI «J[OKYMEHTAIIMOHHOE 00CCITYCHUE
JEJIONIPOU3BOJCTBOY SBJISFOTCS:
- [lomyyeHue cTyaeHTaMH LEIOCTHOT0, OOLIEro NPEACTaBICHUs O Pa3BUTUU JOKYMEHTA, CUCTEM
JOKYMEHTAIUH, O COCTAaBE CIY>KEOHBIX JTOKYMEHTOB, 0COOCHHOCTSX UX OPOPMIICHHS B
COOTBETCTBUU C COBPEMEHHBIMU IIPaBUIIAMHU.
- [IpuoOperenue 3HaHUH, yMEHUI ¥ HABBIKOB, 00ECTICYMBAIOIINX KBATU(PHUIIMPOBAHHYIO U
BBICOK03()(hEeKTHBHYIO MPO(HECCHOHABHYIO JESITEIBHOCTD B c(hepe JOKYMEHTUPOBAHHUS
yIpaBJIEHYECKUX PEIIEHUH B 001aCTH JIOTUCTUKHA HA OCHOBE COBPEMEHHBIX HAyYHO
000CHOBAHHBIX IPUHIIUIIOB U METOOB €0 COBEPIICHCTBOBAHMUS.

3ajauu IUCHUILIUHBIL:

- (hopMupoBaHHE 3HAHUH, YMEHUI, KOMIIETEHIIHI B 00JIACTH JOKYMEHTOO00pOTA
JIOKYMEHTAIMOHHOT0 00ecrieyeH s yIpaBlIeH!s B OpraHu3anusix Bcex popM co6CTBEHHOCTH,
HE00X0UMOE I OCYIIECTBIIEHUS TPO(ECCUOHATIBHON JEATENIBHOCTH CIIEUAINCTA 110
COIMAILHOM padoTe.

2. MecTo yueOHO# qucuumiinubl B crpykrype OII BO

VYuebHasa aucuuiuivHa "JlokyMeHTalMoHHOe oOecrieueHue U AeI0pOru3BOACTBO"
oTHOcUTCS K 050Ky 1 "{ucuumniaunasl (MOAyau)" ¥ BXOJUT B €M0 BapUaTUBHYIO YacTb.

3. I[lnanupyembie pe3yJIbTAThl 00y4eHUs M0 JUCHHUILINHE (MO1YJ/II0), COOTHECEHHbIE C
IVIAHNUPYEMBbIMH Pe3yJIbTATAMH 0CBOEHHUS 00pa30BaTe/JbHOM NPOrpaMMbl

[Ipouiecc n3yueHus AUCUUILIMHBI HATIpaBlieH Ha GOPMHUPOBAHUE CIEAYIOUTUX
KOMIIETEHIINN:

OK-4 CIOCOOHOCTBIO UCIIOJIB30BAaTh OCHOBBI ITPABOBBIX 3HAHUI B pa3IUUHbIX
cdepax AesTeIbHOCTH

OK-7 CIOCOOHOCTBIO K CAMOOPraHU3allii U caMoo0pa30BaHHIO

OIIK-1 CMOCOOHOCTBIO pelIaTh CTaHAAPTHHIE 3a/1a4l IPOoPecCuOHATbHON

JeSITeIbHOCTH Ha OCHOBE MH(POPMAIIMOHHOM 1 6ubanorpaduueckoi
KYJIBTYpBI C IPUMEHEHUEM HH(POPMAIIMOHHO-KOMMYHHUKALIMOHHBIX
TEXHOJIOTUH U C yYETOM OCHOBHBIX TpeOOBaHUI MHPOPMAIIIOHHOM

0€e30IacHOCTH

IIK-1 CMOCOOHOCTRIO K pa3pabOTKe U BHEIPEHUIO TEXHOJOTHUECKUX MTPOIIECCOB,
WCTIOJIb30BAHUIO TEXHHUUECKOW JTOKYMEHTAIIMH, PACTIOPSIUTEIILHBIX aKTOB
MPEANPUATUS

I1K-31 CIOCOOHOCTBIO K KOOTIEpAIMH C KOJUIETaMHU 10 pPaboTe B KOJUIEKTUBE, K

COBEPILICHCTBOBAHMIO JOKYMEHTOO00pOTa B c(hepe IIIaHUPOBAHUS U
YIIPaBJIEHNs ONIEPATUBHOM AEATEIbHOCTHIO TPAHCIIOPTHON OpPTraHu3alluu

4. O0mas Tpy10eMKOCTb AU CHUIJIMHBI COCTABJIAET
2 3a4yeTHBIC equHUIB (72 ax. 4.).
5. O0pa3oBaTesibHbIE TEXHOJIOTHH

[IpenonaBanue JUCUUIUIMHBL «/lOKyMEHTallMOHHOE 00ECTIeYeHHE U JICIIONPOU3BOICTBOY
OCYILECTBIIsICTCS B (popMe JIEKIUI M MTPAKTUYECKHUX 3aHATUN. JISKIIUN POBOASATCS B
TPAAUITMOHHON KJIACCHO-YPOYHOU OpTraHU3aIlMOHHON (popMe, TIO THITY yIpaBIICHHS
[IO3HABATEJIbHOM 1eATeNbHOCTBIO U Ha 50 % ABIISAIOTCS TpaAULMOHHBIMU KIACCUYECKHU -
JEKIIMOHHBIMU (O0BSCHUTENIbHO-WILTIOCTPAaTUBHBIE), U HA 50 % c HcIoap30BaHUEM



MHTEPAKTUBHBIX (IMAJIOTOBBIX ) TEXHOJIOTHI, B TOM YKCIIe MyJIbTUMEAHA JIEKIUs (8 yacoB),
npoOaemMHas Jekuus (6 4acoB), pa300p ¥ aHAIM3 KOHKpeTHOH cuTyanuu (4 daca).Ilpaktuueckue
3aHATHUS OPTaHU30BAHBI C MCIIOJIF30BAaHUEM TEXHOJIOTHIA Pa3BUBAOIETro 00ydeHus. Yacth
MPAKTHUYECKOT0 Kypca BBIMOJIHAETCS B BUJI€ TPAIUIIUOHHBIX TPAKTUYECKHUX 3aHATUI
(0O0BSICHUTEIBHO-MILTIOCTPATUBHOE pelieHue 3a/1a4) B 00béMe 10 yacoB. OcranbHas 4acTh
MPaKTUYECKOro Kypca (8 4acoB) MPOBOAUTHCS C UCIOJIb30BAHUEM HHTEPAKTUBHBIX
(InanoroBbie) TEXHOJIOTHH, B TOM YKCie pa30op U aHaIU3 KOHKPETHBIX CUTYallUid, JJIEKTPOHHBIN
NPaKTUKYM (pelieHre mpoOIeMHBIX TTOCTABICHHBIX 33J1a4 C IOMOIIbIO COBPEMEHHOM
BBIUMCIUTEIbHON TEXHUKHU U UCCIIEI0BAHUE MOJIEIIEN ); TEXHOJIOTUI, OCHOBAaHHBIX HA
KOJUIEKTUBHBIX CcIloco0ax o0yueHus, a Tak K€ UCTOJIb30BaHUEM KOMITbIOTEPHOM TeCTUPYIOLIeH
cucreMbl.CaMocTosITeIbHAsA padoTa CTyIeHTa OpPraHU30BaHHA C MCIIOJIb30BaHHEM
TPaJAULIMOHHBIX BUJIOB pabOThI U HHTEPAKTUBHBIX TeXHOJOTUH. K TpaauiIMOHHBIM BUIaM pabOThI
(23 yaca) oTHOCATCS 0OTpabOTKA JIEKIIHOHHOTO MaTepuasia u oTpaboTKa OTJECIBbHBIX TEM IO
yueOHbIM TocoOusM. K nHTepakTUBHBIM (1aJIoroBbIM) TeXHONOTHIM (10 4acoB) OTHOCUTBHCA
0TpaboOTKa OT/IEIBHBIX TEM IO IEKTPOHHBIM MOCOOUSIM, MMOATOTOBKA K MPOMEKYTOYHBIM
KOHTPOJISIM B UHTEPAKTUBHOM PEXKHUME, MHTEPAKTUBHbBIE KOHCYJIbTALUU B PEKUME PEaTbHOIO
BPEMEHH 110 CIIELUAJIbHBIM Pa3/iesiaM U TEXHOJOTUSAM, OCHOBAaHHBIM Ha KOJUIEKTUBHBIX CIIOCO0ax
CaMOCTOSITENIbHOM paOOThI CTYIEHTOB..

6. Coep:xkanue TUCHUILIHHBI (MOIYJIfA), CTPYKTYPUPOBAHHOE M0 TeMaM (pa3jiesiaM)

PA3JIE] 1
OCHOBLI AOKYMCHTHPOBAHUS YHpaBHCquCKOﬁ ACATCIIBHOCTHU

Tema: HopmaTtuBHO — npaBoBasi 6a3za opranusaiuu.

PA3JIEJ 2
OpranuzalvoHHO- pacopsAUTeNIbHAs U CIIPAaBOYHO MHPOPMAIIMOHHAS JOKYMEHTALIHS

Tema: Opranu3alioHHbIE JOKYMEHTHI. PacriopsinTenbHble TOKYMEHTHI IPEANIpUITHS.
HNHpopMalilnoHHO — CTIpaBOYHbIE JOKYMEHTHI. JIOKYMEHTBI 110 IMYHOMY COCTaBY

PA3JIET 3
I[OFOBOpHO — [IpaBOBasA JOKYMCHTAl WA

Tema: Cuctema JOroBOpHO — MPAaBOBOM TOKyMEHTalMU. Bubl 40roBOpOB, TUIOBBIE (POPMBI
ZIOTOBOPOB

PA3/IET 4
CI/ICTCMaTI/ISaI_II/ISI " XPAHCHUC NOKYMCHTOB

Tema: OpraHI/IBaI_[I/IH paGOTLI C JOKYMCHTAaMHU. PCFI/ICTpaL[I/ISI " KOHTPOJIb UCITOJIHCHUA
JAOKYMCHTOB. q)OpMI/IPOBaHI/IC n O(I)OpMJ'ICHI/IC nein. IloaroroBka JAOKYMCHTOB K II€peaavc Ha
APXUBHOC XpaHCHUC

PA3JIEJL 5
Opraau3anus Tpy/ia pabOTHUKOB CITYKOBI JOKYMEHTAITMOHHOTO O0ECTICYCHUS yIIPaBICHUS

(A0Y)

Tema: O6ure TpeGoBaHUS K OPraHU3AIMU U YCIOBHUAM TpyAa paboTHUKOB ciayxObl IOY.
Crpykrypa u ¢pynkuuu ciyx6s1 JJOVY. [IpaBa u oTBeTCTBEeHHOCTH CITy>K0b1 JJOY.



PA3JIEJI 6
OdopmieHne peKBU3UTOB JOKYMEHTOB

Tema: IIpaBumna oopmiieHUSI OCHOBHBIX PEKBU3UTOB TIOKYMEHTOB. [IpaBuina odopmienus
JIOTIOJTHUTEIbHBIX PEKBU3UTOB JOKYMEHTOB.

PA3IEJL 7
CocraBnenue 1 opopMIIeHHE CITY)KEOHBIX JOKYMEHTOB

Tema: Buzpl 1 Ha3HAUeHUE CIYKEOHBIX TOKYMEHTOB. CIipaBOYHO-WH(POPMALMOHHAS
nokymenranus. CiyxeOHble nucbma. Buabl ciayxeOHbIx nuceM. [IpaBuia coctaBieHus TEKCTa
JIe510BOro nucbMa. Jloknaanele u 00bsCHUTENbHBIE 3alMCcKU. CIIpaBOYHO-aHAIUTHYECKAs
JIOKyMEHTALUS.

PA3JIET 8
CI/ICTeMaTI/I3aIII/I$I I[OKyMeHTOB n ux XpaHeHI/Ie. KOHTpOJII) IIOKYMGHTOB

Tema: Cucremarusanusi JOKyMEHTOB. [ pynnupoBKa TOKYMEHTOB B IEPBUUHbIE KOMILJIEKCHI.
TpeGoBanus k ohopmiieHUI0 00TI0KEK JIe]I TOCTOSTHHBIX CPOKOB XpaHEeHHsl. 3HaUCHUE
HOMEHKJIATYpHI JIeN ISl Ki1acCu(UKaIU JOKYMEHTOB OpTraHU3alllu.

PA3JIEJT 9
Opranuzanus padoThI ¢ TOKyMEHTaMHU, IMEIOLIMMHU TpU( OrpaHHYEHHS JOCTYIA K HUM

Tema: Buabl rpudoB orpaHndeHus 10CTyna K JoKyMeHTaM. HopMaTHBHBIE aKThI,
periaMeHTHpyromue padboTy ¢ JOKYMEHTaMH, COJIEP KAIMMU CBE/ICHUS, COCTABIISIONINE
rocynapctBeHHyro Taitny. [Topsaok oTHeceHuss HHGOPMAINK K CBEIEHUSM 0CO00H Ba)KHOCTH,
COBEPLIECHHO CEKPETHBIM, CEKPETHBIM.
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