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Vaeomas auncommauHa OII. 13 JlokymeHTanHoHHOe o0ecmedeHHe YyNpaBJICHHS
y4eOHOro0 IIaHa CHenHaILHOCTH cpeqHero npodeccuonaabHoro oopasopanus 40.02.01 Ilpaso
| OpraHu3anys COMUAILHOr0 obecnedeHust

Yuebnas mucuummaa OIIl. 13 JlokymeHTarmoHHOE OOecrieueHne YIpaBICHUS BXOIUT B
o0menpoecCHOHANBHBI UK M ABISIETCS  00s3aTeNbHOM B CTPYKType  OCHOBHOH
IpoQeCcCHOHATHHON IPOTrPaMMBL.

Koau4yecTBO 4acoB Ha 0cBOEHHE IPOrpaMMbl (IIpU 3a04HOI dopme 00yueHuUs):

- MakcuMaibHas yueOHas Harpyska obydaromerocst — 72 dvaca, B TOM YHCIIE:

- oOs3arenbHas ayAuTOpHas yueOHas Harpyska ooyyaromerocs - 10 yacos,

- camocTosTelbHas paboTa oOydatomerocs - 62 gaca.

OcHoBHbI€ pa3aesabl H TeMbl THCIHIIHHBI:

Pasnen 1. JlokyMEeHTUpOBaHHE JESTEIBHOCTH OpPraHU3allH, NPEANPUITHS, YUPEKICHHS.
Pazpnen 2. TexHOMOruu OKYMEHTALIMOHHOTO 00ECIIeUeHHs yIIpaBIeHuUS.

B pesynprare uzyuenus yuebHoU muctmiuaabl OIl. 13 JlokyMeHTaIOHHOE O00eCIIeUeHUe
yIIpaBJICHHE 00YJarONTUICS TOJIKEH:
3HATh:

— OCHOBHBIC ITOHATHA JOKYMCHTAIIUOHHOTO obecreueHUs YIpaBJICHUA,

— OCHOBHBIC 3aKOHOJATCJILHBIC U HOPMATHUBHBIC aKThHI B obmacT JOKYMEHTAIIMOHHOT'O
obecrieyeHUs YIIpaBJICHU A,

— IeJId, 3a7a4d ¥ IPUHIUIIBE JOKyMEHTAlMOHHOTO 00ECIIeYeH s yIIpaBIeHS,
— CHCTEMBI JOKYMEHTAIlMOHHOTO 00eCeueHNs YIIpaBIeHuUS,

— TpeOOBaHUA K COCTABICHUIO H OQOPMIICHHIO Pa3IMYHBIX BUIOB JOKYMEHTOB;
— oOmue mpaBuiia opraHu3anuy paboTsl ¢ JOKYMEHTAMH;

— COBpEMEHHbIE HH()OPMAIMOHHBIE TEXHOJIOTHH CO3MaHUs TOKYMEHTOB U aBTOMATH3AIUN
JIOKyMEHT0000pOoTa;
— OpraHu3anuio paboThI C NEKTPOHHBIMY JOKYMEHTAMH;

— BHIBI OPITEXHUKH U CIHOCOOBI €€ HCIOIb30BAHUS B JTOKYMEHTAIMOHHOM 00ECIECYCHUN
YIpaBIICHHUS.

yMeTh:

—0oQopMIIATh JOKYMEHTAllMI0O B COOTBETCTBHHM C HOPMATHBHOM 0a30M, MCIIONB3Ys
HH(GOPMaIMOHHEIE TEXHOJIOTHH W CPEICTBA OPITEXHUKH,

—HCIIONB30BATh YHU(PHUIMPOBAHHEIC CHCTEMBI JJOKYMEHTAIHH;

—OCYIIECTBISATh XpaHEHHUE, IIOUCK JOKYMEHTOB;

—HCIOIB30BATh TeJIeKOMMYHHUKAIIHOHHBIE TEXHOJIOTUHU B AJIEKTPOHHOM
JIIOKyMEHTO000pOoTe.

O6pasoBarenbHas M BOCIHMTATENbHAS AESITEIBHOCTH HAIpaBieHA HAa (OPMUPOBAHUE Y
00ydaromuxcs CIeAYIOMUX KOMITETCHITHIA:

OK 1. IlonmmaTh CyIIHOCTP M COLHMAJBHYIO 3HAUHMOCTH CBOeW Oymymie# mpodeccun,
IIPOSIBIIATE K HEW YCTOMUMBBIN HHTEpEC.

OK 2 TIlonmMaTb cnocoObl BBHIIONHEHHS TPO(ECCHOHANBHEIX 3a/ad, OIEHHBATh HX
3QPEKTUBHOCTE U KaUeCTBO.

OK 3. IlpunuMaTh pemeHus B CTAHAAPTHRIX U HECTAHJAPTHBIX CUTYaLUAX ¥ HECTH 33 HUX
OTBETCTBEHHOCTb.
OK 4. OcymecTBnath NOHCK X WCIONB30BaHWE WHAOPMAIMH, HEOOXOIUMOM JUIs

3G ()EKTUBHOTO BBIOIHEHUS NPO(ECCHOHANBHBIX 3871ad, MPOPECCHOHANLHOTO M JIHYHOCTHOIO
Pa3BUTHSL.



OK 5. Hcoomp3oBaTh  MH()OPMAMOHHO-KOMMYHHUKAIIMOHHBIE  TEXHOJOTHH B
IpodhecCHOHATTEHOU AESITeITHHOCTH.

OK 8. CaMOCTOSTENBHO OIPENEATh 3a1a4U IPOPECCHOHANBHOTO W JTHYHOCTHOTO Pa3BHUTHS,
3aHUMAaThCs caMo00pa30BaHKUEM, OCO3HAHHO IIAHUPOBATH ITOBBIICHIE KBATH(QUKAIIHH.

OK 9. OpueHTHpOBaTHCS B YCIOBUSAX ITOCTOSHHOTO U3MEHEHUS IIPaBOBOM Oa3kl.

Opucr momxen obnamate NPoheCCHOHATBHBIMA KOMIIETCHIUSME, COOTBETCTBYIOIIAMHU
BUJIAM JIESTEIHHOCTH:

[1K 1.1. OcymecTBaATE IpodecCuoHaIbHOE TOTKOBAaHUE HOPMATUBHEIX IIPABOBBIX aKTOB IS
pealn3alyy IpaB IpaxiaH B chepe MIEHCHOHHOTO 00ECIICUCHH S M COLMATBHON 3aIlUThL.

IIK 1.2. OcymecTBisaTh OpUeM TpaXIaH II0 BOIPOCAM IIEHCHOHHOTO OOECIEYeHHs H
COLMATILHOM 3alIUTBHL.

I[IK 1.3. PaccmarpuBaTh ©IakeT [JOKYMEHTOB [UIS HA3HAYCHHS IIEHCHM, [OCOOHM,
KOMIICHCAIMH, NPYTHX BBIIAT, a TAaKKE MEP COIMAIBLHOW IMOJIEPKKHA OTHCIBHBIM KaTeTOPHSIM
IpaxaaH, HyKIaroUMCs B COLIMATIBHON 3alllUTe.

IIK 1.4. Ocy1ecTBiATs ycTaHOBIICHHE (Ha3HAYCHUE, IIepepacueT, EPEBO), HHAEKCAIUIO U
KOPPEKTHPOBKY II€HCHH, HasHadeHHEe IOCOOMH, KOMIEHCauWi W APYTrUX CONMATBHBIX BBIILIAT,
HCIIONB3YS MH(OPMAIMOHHO-KOMITBIOTEPHBIC TEXHOJIOTHH.

IIK 1.6. KoncynpTHpOBaTh IpakiaH U HPEACTABHUTENEH FOPHANYECKHX JIMI] II0 BOIPOCAM
IICHCUOHHOTO 00ECTIEYeHHSI U COIHATbHOM 3aIUTEI,

Bux nmpomesxyTouHoii aTTecTanuu mpu 3a04HOM dopMe o0ydeHHs] — JK3aMeH B 5
cemecTpe
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