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1. EJIN 1 3AJIAYHU OCBOEHMUSA JUCIIUITJIMHBI

Ilesm OCBOCHUS AUCHUILTUHBI (MOAYIS) - TPUOOPETEHUE CTYJCHTAMU TEOPETUUECKUX U
IPAaKTUYECKUX 3HAHUM K O(QOPMIICHHIO U COCTAaBJIEHUIO OPraHMU3aLMOHHO-PACIIOPSIUTENbHBIX
JOKYMEHTOB B HErOCYJapCTBEHHBIX OpraHM3alusix Kak 0a30BOMY MPOLECCY B peau3allii BCexX
yIpaBJIEHYECKUX (QYHKLUH.

3agaun:

-  noApoOHO paccMOTpeTh IMPOLECC JOKYMEHTO0OOpoTa HEroCyJapCTBEHHBIX
OpraHu3alfii, BKIIIOYAIOIIMN COBpPEMEHHBbIE TpPeOOBaHUS K COCTAaBICHUIO M O(OPMIICHHUIO
yIpaBJIEHYECKUX (OpPraHU3alMOHHO-PACIOPSIIUTENIBHBIX) TOKYMEHTOB, JBUKEHUE JOKYMEHTOB,
uX 00pabOTKa ¢ MOMEHTA TMOJYYEHUS WM CO3JAaHHs 10 3aBEPUICHUS HCIIOJHEHHS, OTIpPaBKa
ajzipecary, KOHTPOJb HCIOJIHEHUS M CAada Ha XpaHEHHe, a Tak ke O0COOEHHOCTH paloThl ¢
KaJIpOBBIMH JIOKYMEHTAM

2. MECTO JUCIMIIJIMHBI B CTPYKTYPE OIIOII BO

[IporpamMma yueOHON aucuuIUIMHBL «KOprmopaTUBHOE YIIpaBi€HHE: TEXHOJIOTMU H
JTIOKYMEHTBI» siBJIsieTcs coctaBHoM yacThio OOII, obecneunBatomieit peanuzanuio OI'OC.

[Tockonbky nmaHHas ydeOHasl AUCHUILUIMHA HarpaBlieHa Ha (OPMHPOBAHUE Y CTYACHTOB
TEOPETUYECKUX 3HAHUM M TPAKTUYECKUX MPO(ECCHOHAIBHBIX YMEHMH, IO HalpaBJIECHUIO
noarotoBku 46.03.02 JlokyMeHTOBEIEHUE U apXMBOBEJIEHHUE, KYpC ONUpPAETCAd Ha IOJOKEHUs
«JlokymeHnroBenenus», «OpraHuzanus M TEXHOJOIMsl JOKYMEHTAIlMOHHOIO obOecredyeHus
YIPaBICHUS» U CIY>)KUT TEOPETUUECKON OCHOBOM JUIsl U3yueHus Apyrux aucuuiuii. Kypce naer
3HAaHUE CYIIHOCTH JAEJIONPOU3BOACTBA HETOCYJAapPCTBEHHBIX OPraHU3ALMN, YTO MCIOJIb3YETCs B
MOCTEAYIOUUX TUCIUILINHAX.

3. TPEBOBAHUSI K PE3VJLTATAM OCBOEHHUSI COJIEPXKAHUS
T CHUTIIMHBI

[Ipouiecc u3yyeHUs: TUCIUILIMHBI HANIpaBlieH Ha (OPMUPOBAHUE DIIEMEHTOB CIEIYIOIINUX
komneTeHIM B cooTBeTcTBUM ¢ OI'OC BO 1o paHHOMY HampaBi€HHMIO MOJITOTOBKU
(crienManbHOCTH):

0) npogeccuonanbubix (IK)

[IK-3 BmameHue 3HAHUSMH OCHOBHBIX MpoOJeM B 00JacTH JOKYMEHTOBEICHUS U
ApXUBOBE/ICHHUS,

ITK-7 ciocoOHOCTH OLIEHUBATh UCTOPHUIO U COBPEMEHHOE COCTOSIHHE 3apy0e)HOTO OMbITa
yIIpaBJICHUS TOKYMEHTAMH W OPTaHHW3AIUH UX XPAHCHHSI,

[IK-18 BrnageHwe COBpEMEHHBIMU CHCTEMaMU HWH(GOPMAIMOHHOTO U TEXHHUYECKOTO
obecreueHus TOKYMEHTAlMOHHOTO 00eCTIeueH s yIPaBJICHUS U YIIPaBJICHUS apXUBaMU;

ITK-19 crmocoGHOCTh KCIMOB30BaTh MPaBWIa MOATOTOBKH YIIPABIEHYECKUX JTOKYMEHTOB
Y BEJICHUS JIETIOBOU MEPENUCKH;

[IK-20 crnocoOHOCTh HWCIONB30BaTh MpaBUjia OpPraHHU3AIlMM BCEX JTAamoB palOTHI C
JIOKyMEHTaMH, B TOM YHCJIC apXUBHBIMH JOKYMEHTAMU;

[IK-26 BrnageHwe  HaBbIKaMH  OOpaOOTKM  JOKYMEHTOB Ha  BCeX  dTamax
JIOKyMEHTO000pOTa, CUCTEMATHU3allMH, COCTABICHHUSI HOMEHKJIATyphl Jell;

IIK-31 cnocoOGHOCTh pa3padaThiBaTh JIOKATbHbIE HOPMATHUBHBIE AaKTHl U HOPMATHUBHO-
METOJMYECKHE JTOKYMEHTHI M0 BEACHUI0 WH(OPMAIMOHHO-TOKYMEHTAIIMOHHOTO OOeCreYeHus
yIpaBIeHUS U apXUBHOTO JIENIa;

[IK-32  BpageHwe  3aKOHOJATENIPHOW W HOPMATHBHO-METONWYECKOW  0a3oi
WH(OPMAIIMOHHO-IOKYMEHTAIIHOHHOTO ~ O0ECTIeUeHUs]  yIpaBIeHUss U apXHUBHOTO Jena,
CIOCOOHOCTBI0 OPUEHTUPOBATHCS B TIPABOBOM 0a3e CMEXKHBIX 00JIacTei;

[IK-43 BnaneHue npuHIMIAMH U METOAAMM YIOPSAOYEHHUsS COCTaBa JOKYMEHTOB U
MH(OPMaLMOHHBIX [TOKa3aTeNei;

[1K-45 BnageHreM METOIJaMU ONITUMHU3AINU JOKYMEHTOIIOTOKOB.



B pe3ynbpTare 0CBOCHHS AUCIUIUTHHBI 00YJarOITUECs JOJKHBI:

3namnb:

KOHCTPYKIIMA ¥ HMHCTHUTYTHI, M3y4aeMble B KypC€, YMETh WX IOSCHUTb U IPHUBECTH
MPUMEPHI aHATOTHYHBIX HHCTUTYTOB U KOHCTPYKIIUN U3 TPAKTHKH.

YMmern

MIPOBOJIMTH aHAIHM3 CUTYAIIUH ¥ (PAKTOB C YUETOM IOJYICHHBIX HABBIKOB M 3HAHHIA.

Baagern:

HOpPMaM#u KOPHOPATUBHOTO 3aKOHOJATENIbCTBA, METOAAMH KOPIIOPATUBHOTO YIPABJICHUS
Y YMCHUEM TPUMEHSTH €T0 B X0JI¢ PEIICHHS YITPABICHYCCKUX 3a/1a4.

4. OBbEM YUYEBHOM JUCIUATLIMHBI

OO0mmas TpyI0eMKOCTh JAUCIUILINHBI COCTABIsIeT 6 3aueTHBIX eaunui (216 wacos).
JucuuruimHa peanusyercs B 4-5 cemectpax. @opma NpoMeXyTOYHON aTTECTAllMd — JK3aMEH B
5 cemecrpe.



