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1. HEJIN U 3AZTAYH OCBOEHUA JIUCHUITJIMHBI

Heab AMCUUIIMHBI:

Ilenu oceoenus oucyuniunvl (Mo0oyas) «/lenonpouzeo0cmeo u OOKyMeHmMo8eoeHUue»
ABJISIETCSA, O3HAKOMIICHHE CTYAEHTOB C OCHOBAaMHM TEOPHHM W MPAKTUKU H3y4aeMOu
JTUCHUIUIMHBL, BBIPAOOTKE HABBIKOB pabOThl C JOKYMEHTaMH JI00Or0  BHJIA;
WCIIOJIb30BAaHUU HOBBIX HH(OPMAIMOHHBIX TEXHOJIOTMI B CO3JaHUH, 00paboTke W
HAy4YHOM aHAJIN3€ JIOKYMEHTAJIbHBIX HCTOYHUKOB. TEOPETHUYECKMX M MPAKTUYECKHUX
pelieHui mpoOieM CO3AaHUs JAOKYMEHTHPOBAHHOW HH(pOpMAIMN OpraHU3alfil JTr000i
OpraHU3aIlMOHHO-TIPABOBON (HOPMBI.

3agaun:

VYriyOlieHne W pa3BUTHE CHCTEMHOTO MOAXOAAa K YIPABJICHUIO TOKYMEHTAMU
opraHu3anuii 000N OpraHU3aIMOHHO-TIPABOBOW (OPMBI; OBJAJCHUE OCHOBHBIMU
METOJIaMH, CII0CO0aMU U CPEJCTBAMH TOJIYUEHHUS, XpaHEHUs], mepepadoTKu HHGOPMAITUH.

B mnpomecce oOydyeHus CTYAEHTY IPEACTOMT: H3YYHUTh 3aKOHOJATEIBHYIO U
HOPMATHBHO-METOJIMUECKYI0 0a3y JOKYMEHTAI[MOHHOTO OOECIICUCHMs YIPaBJICHUS;
TEeHJICHIIUU Pa3BUTHS WH()OPMAIIMOHHO-IOKYMEHTAIIMOHHOTO OOECIeUeH s yIpaBiIeHHUs,
OBJIQJICTh CITOCOOHOCTHIO K BEJICHHUIO JICIIOBOM MEPEITUCKHU.

2. MECTO JUCIIMIIVIMHBI B CTPYKTYPE OIIOII BO

B ctpykType npodeccuoHaibHOrO HUKIIA, JUCHUIUIMHA 110 BEIOOPY

3. TPEBOBAHUS K PE3YJIBTATAM OCBOEHUSA COJIEPXAHMUSI
JUCHUTIJINHBI

[Ipouiecc wu3ydeHus] AWCHUILUIMHBI HaIpaBieH Ha (OPMUPOBAHHE JIIEMEHTOB
cieayromux kommereHuid B cooTBercTBUU ¢ ®I'OC BO no gaHHOMY HalpaBJICHHIO
MOATOTOBKH (CHEIUATBHOCTH):
a) oomenpodeccuonaabubix (OIIK)
-CMIOCOOHOCTHIO peliaTh CTaHAAPTHHIE 3a71a4K MPOGEeCCUOHATBHOM JEATeTLHOCTH Ha
OCHOBE MH(OPMAIMOHHON U OMOIHMOrpaduUecKoil KyIbTyphl C IPUMEHEHHUEM
MH(POPMAITMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJOTUM U C YYETOM OCHOBHBIX TpeOOBaHUI
uHpopmannonHoit 6ezomacHoctu (OITK-1).

B pe3ynbrate 0CBOCHUS JUCHUIUIMHBI 00YUYaIOIIUECs JOJKHBI:
3Harth:
-TEOPETUYECKUE U METOUYECKUE OCHOBBI JOKYMEHTOBEACHUS,
-JIOKYMEHTOBETYECKYIO TEPMUHOJIOTHIO, TEOPUIO TOKYMEHTA,
-TpaBwJia COCTaBJICHUS U OPOPMIICHUS TOKYMEHTOB,
-IPUHIIUTIBI TTOCTPOCHUS YHU(PDHUITUPOBAHHBIX CHCTEM JIOKYMEHTAIIUH,
-OpraHu3alyilo  JOKYMEHTOB B  KOMIUIEKCBI W  MPUHLMIBL  ONPEIEICHUS
HAay4YHO-UCTOPUYECKOW U MPAKTUYECKOU [IEHHOCTU JOKYMEHTOB;
Ymersb:



- COCTaBJISITh JJOKYMEHTBI C UCIIOJIHb30BAHUEM SI3bIKOBBIX BAPUAHTOB B 3aBUCUMOCTH
OT Ha3HAYEHUs U COJEpKaHUS TOKyMEHTa, OpOPMIIATH JTOKYMEHTHI B COOTBETCTBHH C
TpeOOBAHUSIMU TOCYAAPCTBEHHBIX CTaHAAPTOB, YHU(MUIHUPOBATH TEKCThl JOKYMEHTOB,
pa3pabaThiBaTh YHUPHUIIMPOBAHHBIE CUCTEMBI IOKYMEHTAIUU;

- MCTI0JIH30BaTh 3HAHUS B 00JACTH JOKYMEHTAIIMOHHOTO U MHGOPMAIIMOHHOTO
oOecrieueHus AesITeIbHOCTA OpTraHu3aIiy.

- PYKOBOJICTBOBAThCSl 001IeNpodhecCUOHATBHBIMU TEOPETUUECKUMHU U
METOJAMYCCKIMHU PEKOMEHIAMSIMHU B 00JIaCTH ACIIONPOU3BOICTBA

- paboTaTh B CIIPABOYHO-TIOMCKOBBIX CHCTEMaX.

- paboTaTh ¢ Pa3IMIHBIMU BUJIAMU YIIPABICHUECCKONU JOKYMEHTAITUH.

Baagers:

- HaBBIKAMU CO3/IaHUS OPTaHU3AMMOHHO-PACTIOPSIUTEIBHBIX U MH(OPMAIIMOHHO-
CIIPABOYHBIX JOKYMEHTOB.

- HaBBIKAMU PEIICHUS HEKOTOPhIC aKTYaJIbHBIX BOIIPOCOB JOKYMEHTOBEICHHUSI

- OCHOBHBIMH METOJIJaMH, CIIOCOO0aMHM M CpPEICTBAMHU IMOJY4YCHHS, XpaHEHWUS,
nepepadoTKu UHGOPMAITIH.

- HaBBIKaMU PabOThI C KOMITBIOTEPOM KaK CPEICTBOM YIPaBJICHUS HHGOPMAIIHEH.

4. OFBbEM YYEBHOM JUCIHUIIJIAHBI
OO611ast Tpy10€MKOCTb JTUCIUTITUHBI COCTABIISIET 8 3a4€THHIX eMHuIl (288 4acoB).



