


AHHOTams K paboueii nporpaMme TUCIUTIIIHHBI
«JlokymeHTaunoHHOE 0becreueHre ypaBIeHUs

1. Tleab u3agauyu AMCHHUILIHHBI;

Lenp w3yueHWst AUCHUIUIMHBI —«JlOKyMEHTalMOHHOE oOOecmeueHne YIpPaBICHUS»  SBISIETCS
dopmupoBaHne y OOYHAIOLIMXCS TEOPETHYECKHX 3HAHMH W TMPAKTHYECKHX HABBIKOB MPO(ECCHOHATBHOTO
IMIPUMEHEHUs] 3aKOHOJATEIbCTBA M HWHBIX HOPMATHUBHBIX MPABOBbIX akTOB Pocculickoint denepauuu,
PEryINPYIOIUX JOKYMEHTAMOHHOE 00ECTIeUeHUE YITPABICHHS.

2.  Mecto aucuumymmHsbl B cTpykrype HIICC3:

HucunnmmnHa «JlokyMeHTaLMOHHOE OOecreueHrne YIpaBJICHUs» sIBIsETCsl o0menpodeccnoHaabHON

muctmmmHol npodeccuonanshoro mukna [ITICC3 (OI1. 06) mo cneumansrocT 38.02.01 «DkoHOMMKA 1
Oyxrantepckuii y4der (1o OTpacisim)».

3. TpeOoBaHusi K pe3yJibTATAM OCBOEHHS AUCHHUILTHHbBI

IIpouecc w3ydeHus IUCHUIUIMHBI HampaslieH Ha (opMupoBaHHe y 00ydaeMoro CIeAyOLIHX
KOMITETECHLIUN!

OK 1. IloHumath CyIHOCTh U COLMATIBbHYIO 3HAYMMOCTb CBOEH Oyayiel npodeccun, NposBIsATh K HEH
YCTOMYMBBIN HHTEPEC.

OK 2. OpraHu3oBbBaTb COOCTBEHHYIO [E€STEJIbHOCTb, BBIOMPATh THUIOBbIE METOABI H CIOCOOBI
BBIMOJIHEHUSI TPO(GECCHOHANBHBIX 337144, OLIEHUBATh UX 3(P(PEKTUBHOCTD H KAYECTBO.

OK 3. IlpuHuMaTh pelleHHUs B CTAHAAPTHBIX W HECTaHJApPTHBIX CHUTyalUsX M HECTH 3a HHX
OTBETCTBEHHOCTbD.

OK 4. OcymecTBiATh NMOUCK U HCIONb30BaHME HH(pOpManuu, HeoOxomumon anst 3¢dexTuBHOrO
BBIMOJIHEHHS! TPO(GECCHOHANBHBIX 3a/1a4, TPOPECCHOHATBHOTO 1 ITYHOCTHOTO PAa3BUTHSL.

OK 5. Hcnonp3oBaTh WHGPOPMAIMOHHO-KOMMYHHKALIMOHHBIE TEXHOJOTHH B NPOQeCcCHOHATBHON
NEeSATENbHOCTH.

OK 8. CamocroATenpHO ONpeAeisTh 3afadd MpoPECCHOHATBPHOIO M JIMYHOCTHOTO Pa3BHUTHS,
3aHMMATBCS1 CaMOOOPa30BaHNEM, OCO3HAHHO TJIAHUPOBATh MOBBIICHNE KBATU(UKALIUY.

OK 9. OpueHTHpOBATHCS B YCIOBHUIX MOCTOSIHHOTO U3MEHEHHS ITPABOBOM 0a3bl.

IIK 1.1. OcymectBnsaTh npodeccHoHaNbHOE TOJKOBAHHE HOPMATHBHBIX TMPABOBBIX AaKTOB JUIS
peanu3anuu Mpas rpakaaH B chepe NeHCHOHHOTO 00eCTIeueH s U COLUATBHOMN 3aIUThI.

IIK 1.2. OcymecTBasTh MpUeM IrpakaH 1o BOIPOCcaM NEHCHOHHOTO 00eCIIeYeHus 1

COLMAJIbHOM 3aLIUTBL

IIK 1.3. PaccmaTpuBaTh MakeT JOKYMEHTOB JJISl HA3HAYEHUS NMEHCHH, MOCOOUH, KOMIEHCALIUH, APYTHX
BBIIJIAT, & TaKXe Mep COLMAaNbHON MONNEP’KKU OTHENbHbIM KAaTeropusM TpakiaH, HYXJAOIUMCS B
COLIMAJIbHOM 3aIIUTE.

IIK 1.4 OcymecTBisTh yCTaHOBJIEHWE (HA3HAUYEHUE, TIepepacyeT, TMepeBON), WHIASKCALUIO W
KOPPEKTHPOBKY MNEHCHH, Ha3HAYeHHE MOCOOWH, KOMIEHCALMi U APYTHUX COLMAIBHBIX BBIIUIAT, HUCIOJB3YS
UH(POPMALMOHHO-KOMITBIOTEPHBIE TEXHOJIOTHH.

IIK 1.6. KoHCynpTHpOBaTh rpakiaH U NPEACTABUTENECH FOPUIUYECKUX JIUL] [0 BONPOCAM IMEHCUOHHOIO
o0ecrieueHnst U COLMAIbHON 3aINUTHI.

B pesynbraTe 0CBOCHUSI MTUCHMILIHHBI «J{OKYyMEHTAIMOHHOE o0ecneueHe YIpaBIeHNsD» 00yYaroIuncs
TOJIKEH

yMeTh:

® 0(pOpMIIITE TOKYMEHTALIUIO B COOTBETCTBUH C HOPMAaTUBHON 0a30H, HCIONBb3Yst HHPOPMALTHOHHbBIE

TEXHOJIOTUHU U CPEACTBA OPITEXHUKH,

® 1CIOJIB30BATh YHU(UIIUPOBAHHBIE CUCTEMBI JOKYMEHTALINY,

® OCYUIECTBJISATh XPaHEHHE, IOUCK JJOKYMEHTOB;

® ICIIOJIB30BATh TEJIEKOMMYHHUKALIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JTOKYMEHTO000pOTE;

3HATD:

® OCHOBHBIE MOHSTHS JOKYMEHTALHOHHOTO 00ECTIEYeHHs YIIPABJICHUS,

® OCHOBHBIE 3aKOHOAATENbHbIC 1 HOPMATHBHBIE aKTHI B 00JIACTH TOKYMEHTALIHIOHHOTO 00eCIIeYeH I

yIIPaBJIEHUS,

® 1[eJIM, 33/1a4H U TPUHIHIBI JOKYMEHTALMOHHOTO 00eCieueH sl yIPaBJICHNUS,

® CHCTEMbI JOKYMEHTALIMOHHOTO 00eCTieueH sl yIPaBJICHuUS,

¢ TpeOOBaHMUS K COCTABJICHHUIO U OPOPMIIEHHIO JOKYMEHTOB,

e o0mmMe mpaBuia OpraHu3au paboTel C JOKYMEHTaMH,



® COBpeMeHHbIe HH(POPMALIMOHHBIE TEXHOJIOTUH CO3aHUsI JOKYMEHTOB U aBTOMAaTH3aINU
JTOKYMEHTOO00pOTa;

® OpraHu3alri0 pabOTHI C 3JIEKTPOHHBIMH JOKYMEHTAMH;

® - BHJIbI OPITEXHHUKH U CIIOCOOBI €€ NCTIONB30BAaHUS B TIOKYMEHTALIMOHHOM 00€CTIeUeHUH YIIPaBICHHUS

4, OOwmas TPyA0eMKOCTb AUCHHUILIHHBI COCTABJIsIET 32 Yaca, B TOM YHUCJIE:

- obsi3aTenbHas yueOHasi Harpy3ka oOy4aromierocs: ouHasi popma oOyueHust — 32 daca.

dopma koHTpOIs — T HepeHIUPOBAHHBIN 3a4€T.

5.  Temarndeckuii maH y4eOHOM AUCIUTUTHHBI

Tema 1. [lokyment. IlonsiTue, BUIbL, (POPMBL

Tema 2. Knaccudukanus 1e10BOH JOKYMEHTALNH.

Tewma 3. JIuunasie nokyMeHThl. CiryskeOHbIE TOKYMEHTHI

Tema 4. YauduimpoBaHHbIe CUCTEMBI TOKYMEHTALINH

Tema 5. TCHOYVY. Ilonsitue, uenu

Tema 6. JlokymenToobopor. [lonsTre, GpyHKUMH

Tema 7. TunuuHbie OMUOKU B JOKYMEHTAX

Tema 8. OOmue mpaBuia opraau3auny padboThl C JOKYMEHTaMHU

Tema 9. IIpuém Bxoasel JOKYMEHTALUN

Tema 10. Ucxondmas n1okyMeHTanus

Tema 11. PaGoTa ¢ KOHpUAEHIIHATBHBIMUA JOKYMEHTAMHU

Tema 12. XpaHeHue U NOUCK AOKYMEHTOB



