AnHoTanuA
Yueonoit oucyunaunet OIL04 Jokymenmanovnoe obecnevene ynpaecienus
HPOZDAMMbI HOOZOHIOEKYU CHEYUATUCIOE CPEOHES0 36EHA

Yuebunan aucuummna OIL 04 ToxyMenTanrHoe ofecnedenne ynpasieHua(CTpaxosoe
meJsto (10 0TPAC/IAM}

Vyebuas aucmmmiuHa OI1.04 [JJoxymeHTanpHoe oOecredeHHEe YIPABICHHABXOAHT B
o0menpodecCHOHANBHBIHAIMKI W ABIAeTcd  00A3aTeNbHOH B CTPYKTYpe  OCHOBHOM
TIpofhecCHOHATBHON PO paMMEL

KomyecTBO 4acoB HA 0CBOCHHE NIPOrPaMMbl (IIpH 04HOH dopme 00yueHHN):
MaKCHMaNbHOM yueOHoMH Harpyzku obygaromerocs — 99 wacos, B ToM JHCIIe:
obs3aTenbHOM aynHTOpHOM yueGHOH Harpy3ku o0ydawmerocs — 66 4acos,
CaMOCTOSATENEHOM padoThl 00yHaroLErocs — 29 4acos;

KOHCYNBTAIHH - 4 yaca.

OcHOBHBIE pa3esbl H TeMbI IHCUHILIHHBI:

Pazpen 1. JoxyMeHTanbHoe aGecniedeHHe YIPABIeHHA,

Tema 1. Jenonpon3BoncTBo Kak 0HA W3 QYHKIMH YIIPaBIIEHHUS.

Tema 2. OpraHu3alMOHHO-IIPABOBEE AOKYMEHTEL Knaccugpukauus HOKyMeHTOB. MopMbl
oprauunzanud OV u xateropus yupeKaeHHH.

Tema 3. Odopmirenne pexBU3UTOR JoKyMeHTOB. Bkl u naznadenue 6nankos. TpeboBanug
K 0QopMIEHHIO JOKYMEHTOB.

Tema 4. CocraB ynpaBleH4ECKHX JOKYMEHTOB,

Tema 5. OOGume npapmia opraHuzamust paboTel ¢ JokyMeHTaMu. OpraHu3allMOHHO-
PaCIIOPSAMTEIBHEIE JOKYMEHTHI.

Tema 6. Cpasouro-HHOOPMAIHOHHBIE JOKYMEHTEL

Tema 7. Tlopsinok obopmiIeHEs U BBIAAYH KOIIKH ¥ JyONIHKaTOB JOKYMEHTOB, HOJIHMHHHKOR,
HX Ha3Ha4YeHHE.

Tema 8. OdopmineHue KaapoBOH TOKYMEHTAIIHH,

Tema 9. Pabora ¢ obpalienHaME rpaKIaH.

Tema 10. Peructpanuss u KOHTPOIb HCHOMHEHKS 00paleH .

Paznex 2. Texnoaorusa BegeHds JeJIONPOH3BOACTEA.

Tema 11. Cnyxba mgoxymeHTanmuonHoe ofecnedeHHe ynpapleHHs B Oprany3alsax:
HA3HAYEHHE, 33/1a49H, DYHKITHH, JOIKHOCTHO! cocTas.

Tema 12, JokymenTo000poT: MOHATHE, oOLIMe NPHHLMNE OPraHW3allMd B CIPYKTYpa
JoKymeHT0000pOoTa, yueT 06BeMa TOKYMEHTOODOoPOTE.

Tema 13. Homenknarypa nen: MOHATHE W BHAB HOMEHKJIATYP AEN, MOPATOK COCTABICHNS,
ohOpMIEHUS, YTBEPKACHUA HOMEHKIIATYPBI IS

Tema 14. [loproroska nen K MocleIyIOWEMY XPaHSHHIO B UCIONL30BanuI0, Opranuianud
XPAHEHHA UCHOMIENHBIX JIOKYMEHTOB, OllepaTHBHOE XPaHEHHUEe JOKYMEHTOB.

Tema 15. DxcniepTHBIE KOMHCCHH, X QYHKLUKH H [IPaBa. JTAIb! IPOBEICHUSA 3KCIEPTH3E H
0()OPMIIEHHE €€ PE3YNBTATOB

B pesyapTate u3yueHusa yueOHoM mucnunnuHel OIL.04 JloxymeHTanmeHoe ofecneueHune
YIIPaBICHUE NOMKSH;

3HATD:

- OCHOBHBIE NOHATUA TOKYMEHTAUMOHHOTro 0fecIIeyeHus YIPaBIeHus;

- OCHOBHBIE 3aK0HOJATCILHEIC U HOPMATUBHEIE aKTEl B 00/1aCTH JOKYMEHTAIIHOHHOTO
ofecrieueHus yripaBieHHs;

- LIEMAH, 384494 U [IPHHLMIIL] JIOKYMEHTAMOHHOr0 00SCISUEHHS YIPABICHII,

~ CHCTEMBI TOKYMEHTALMOHHOIO O0SCIEUEH s yIIPaBIIEH S,

- TpeOOBARMS K COCTARICHKIO H O(OPMIICHUIO PasIMIHbEIX BHIOB JOKYMEHTOB,



- ofmue mpaBuiIa Opraiu3aluy paboThl ¢ JOKYMEHTAMH;

- COBpeMeHHbBIC MH(QOPMALUOHHEIE TEXHOIOTHH CO31aHus JOKYMEHTOB X aBTOMATHRAI[UH
IoKyMeHTooOopoTa;

- opranu3anuo paboThl ¢ NEKTPOHHEIMHA IOKYMEHTaMH;

- BUJbl OPTTEXHHUKH H CIIOCOOBI €€ HCIIONIB30BAHNS B JOKYMEHTALHOHHOM 00eCIIEYeHHH
YIpaBIEHHSL.

YMETh:

- 0oopMJIATE IOKYMEHTAI[MI0O B COOTBETCTBHH C HOpPMaTuBHOH ©6a3oi, HCHONE3ys
HHQOPMALIHOHHEIE TEXHOIOTHU H CPEICTBA OPITEXHUKH;

- OCYIIECTBIIATh aBTOMATH3aIME0 00paboTKH NOKYMEHTOB;

- OCYIIECTBIISATE XPAHEHHE, TOHCK JIOKYMEHTOB;

- HCTIONIE30BaTh TEJIEKOMMYHHKALMOHHBIE TEXHOJIOTHH B 3JISKTPOHHOM IOKYMEHTOO0OPOTE.

CrenuanicT cTpaxoBoro aena ofnagaer oOIUMH KOMIETEHITHAMHE, BKIIFOYAIOMMUMHA B ceds
CIIOCOOHOCTB:

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO AEATENBHOCTh, BHIOMpATh TMIIOBHIE METOIBI H
criocoObl BEIIOMHEHHS podeccHoOHaNbHEIX 3a1a4, OIIEHUBAThL HX () ()EeKTUBHOCTL U KauecTBO

OK 4. OcymecTBnaTh IOMCK ¥ HCIONb30BaHHE HH(pOpMaNuM, HeOOXOIZUMOH s
3Q(PEeKTHBHOTO BBIIOJIHEHUS NPOQECCHOHANBHBIX 3aa4, MPO(EecCHOHAIBHOIO M JIHYHOCTHOTO
pasBHTHIA

OK 8. CaMOCTOSTENBHO OIpPENenITh 3a1aui MpoheCCHOHANFHOTO U THYHOCTHOTO Pa3BHUTHS,
3aHEMAaThCA caMoo0pa30BaHUEM, OCO3HAHHO INTAHUPOBATh [IOBBIIICHNE KBATH(DUKAILIUH.

Cremmamuct  cTpaxoBoro  gena  (0a3oBodi  MOAroTOBKM) — OODKeH — oOnamarh
npodeccHOHaNEHEIMU KOMIIETEHIIHSIMH, COOTBETCTBYIOIMKUMH BHAAM JAEATEILHOCTH:

[IK 1.1 Peanu30BBIBaTE TEXHOJIOTHH ar€HTCKUAX IPOIAXK

[TK 1.2 Peamm30BHIBATE TEXHONOTHH OpPOKEPCKHX MNPOAaX M MNPOAax (PUHAHCOBBIMH
KOHCYJIbTaHTaMH

[1K 1.3 Peanu30BBIBATE TEXHOIOTMH DAaHKOBCKHX MPOIAK

ITK 1.4 Peamu30BBIBATE TEXHOJIOTHH CETEBBIX MOCPEIHUYECKUX ITPOIANK

ITK 1.5 Peanu30BbIBATE TEXHOJIIOTHH MPAMBIX O(HCHBIX MPOaaK.

ITK 1.6 Peanmi3oBbIBaTh TEXHOJIOTHH IPOJAXKHU [TOJHCOB Ha pabounx MecTax.

ITK 1.7 Peann3oBEIBaTh AUPEKT-MAapPKETHHT KaK TEXHOJIOTHIO IIPAMBIX IIPOIAXK

I1K 1.8 Peanu30BBIBATH TEXHOTIOTHH TeNeQOHHBIX IPOJAK

[IK 1.9 Peanu3oBbiBaTh TEXHOIOTMH HHTEPHET-MAPKETHHIA B PO3HUYHELIX [TPOJakKax

[TK 1.10 Peanu3oBEIBaTh TEXHONOTHH NIEPCOHANLHEIX ITPOJIAXK B POZHHYHOM CTPAXOBAHHH

[TK 2.2 Oprasu30BBIBATE PO3ZHUYHBIE TPOAAKH

[1K 2.3 Peanu30BEIBaTE pa3HYHbIE TEXHOIOTHH PO3HHYHEIX IPOJAK B CTPAXOBAHHK

IIK 3.1 JoxyMeHTanbHO 0QOPMIIATE CTPAXOBEIE OIEPaLiuy

[TK 3.2 BecTu y4er cTpaxoBBIX JOTOBOPOB

Bua npomexyrounol arrecranuu npu ouHoil ¢opme obyuenns — Ik3amen B 4
cemecTpe.

PazpaboTunk:
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