AHHOTaNUA
K padoueii nporpaMMe IMCHUIIMHBI «/[0KyMeHTAIIMOHHOE 00eclieyeHne
yIpaBJieHUsD»
no cneurajbHocTH 19.02.10 TexHo0rMsl NPOAYKIHMH 00IECTBEHHOTO
nuTaHus (cpok o0ydenusi 3 roga 10 mecsiues).

1.MecT0 IMCUHMILIMHBI B CTPYKTYPE OCHOBHOM 00pa30BaTe/ibHOM MPOTrpaMMbl

JucuuminHa «JloKyMeHTallMOHHOE OO0ECIeUeHUE YNpaBJICHUS» BKJIIOUYECHA B
oOsBaTenpHyt0 4YacTh  mnpodeccuoHanmpHoro mwkiaa IIIICC3 CIIO. K wucxomHbim
TpeOOBaHUAM, HEOOXOAUMBIM [IJIi HM3YYCHHS IUCHUIUINHBI «JlOKyMEHTAIlMOHHOE
oOecrieyeHUEe YIMPABJICHUS», OTHOCATCS 3HAHMS, YMEHHUS M BHUJABl JEITEIBHOCTH,
chopMHpOBaHHBIE B TpoOIecCe U3YYCHUS WHPOPMATUKH, PYCCKOTO S3bIKA MPHU
MOJIy4YE€HUHU CPETHETO 00IIero 00pa3oBaHusl.

2.11esb M3yuyeHUs: JUCHUIITIHMHBI

Lenpio M3yyeHUs JUCHUIUIMHBI SBIAETCS (POPMUPOBAHUE HABBIKA MCIOJIb30BAHUS
JOKYMEHTAIIMOHHOTO 00eCTieueHUsl yIpaBieHusl B TPO(PeCcCHOHATBLHOM eI TeIbHOCTH.

3. CTpyKTypa Q¥ CHUIIMHBI

JlokymMeHTaIMoHHOe oOecreueHre ynpaBieHus s IpodhecCUOHATBHBIX IIEJIEH.

4. OcHOBHbBIE 00pa30oBaTeJbHbIE TEXHOJIOT U

B mporiecce m3yueHHs AUCHUIUIMHBI HCTONB3YETCS KaK TPaJULIMOHHbIC, TaK W
TEXHOJIOTUU AKTUBHOTO OOYYEHUS: MPOCKTHBIC, OOBSICHUTEIHLHO-UILIIOCTPAIMOHHEIE,
OpraHU3alMOHHO-/IEATEIbHOCTHBIE.

5. TpeGoBaHusl K pe3yabTaTaM OCBOCHUSA M CHUIIMHBI

B pe3ynbTaTe u3ydyeHus: IUCUUILIMHBI O0y4YarOIUUCs TOJKEH:

-3HaTh  UENW, 3aJlauyd, IPUHIUIBI JEJIONPOU3BOACTBA; OCHOBHbBIC MOHATHS
JOKYMEHTAIIMOHHOTO 00€CHeYeHus YIPaBICHUS; CUCTEMBbl JIOKYMEHTAIMOHHOTO
oOecrieueHus; KJIACCU(PUKAIMIO JOKYMEHTOB, TpeOOBaHUS K COCTaBJICHUIO W
Oo(OPMIICHUIO JIOKYMEHTOB;, OpraHU3alMI0 JOKyMEHTOOOOpOTa; MpueM, 00padoTKy,
PETUCTPAIINIO, KOHTPOJIb, XPAHEHHUE IOKYMEHTOB; HOMEHKJIATYPY JeI;

-yMeTb: O(OpPMISATH JTOKYMEHTAllMI0 B COOTBETCTBUM C HOPMATHUBHOW 0a3oi;
OCBaMBaTh  TEXHOJOTMM  aBTOMATH3UPOBAHHOW  OOpabOTKM  JOKYMEHTAIWH,
UCIIOJIb30BaTh YHUDUIIMPOBAHHBIE (HOPMBI JTOKYMEHTOB; OCYIIECTBIISTh XpPAaHCHHE U
MOUCK JIOKYMEHTOB; UCIIOIb30BaTh  TEJICKOMMYHHUKAIIMOHHBIE TEXHOJOTHH B
AIIEKTPOHHOM JOKYMEHTO00O0POTE;

-BJIQJICTh. 3HAHUSMHM IO JOKYMEHTAIlMOHHOMY OOECIEUYEHHUIO YIIPaBJICHUS Ha
MPOU3BOJICTBE HA YpPOBHE, MO3BOJISIIOLIEM OCYIIECTBISATh MPO(GECCHOHATBHYIO
NEeSATENbHOCTbD.

[Iponiecc m3yueHusi MUCHMIUIMHBI HAMPABJICH Ha YacTUYHOE (POpMHUpOBaAHHE Y
CTYACHTOB 00IMX U podeccuoHanbubix komnerenuuii: OK 1-09, T1IK 1.1-1.4, TIK 2.1-
2.4,TIK 3.1-3.4, [IK 4.1-4.4.

6. O0mas Tpy10eMKOCTb U CIUIIJINHBI

72 akameMHUYecKHMX 4Yaca, U3 HUX ayauTopckas pabora- 484., camocTosTenbHas
paborta-24 u.

7. ®opMBbI KOHTPOJISA

[IpomexxyTouHas aTTecTanus: Ji/3a4eT - 5 ceMecTp.

8. CocraBureasb: Jlobanosa H.B..- npenonaBaTes.



