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AHHOTAIIMS K PABOUYEH ITPOTPAMME YUYEBHOUW JUCIUTLIIVHBI
OI1.13 JOKYMEHTAIHMOHHOE OBECIIEYEHUE YIIPABJIEHUA

PabGouass mnporpamma yueOHON AUCHUIUIMHBI pa3paboTaHa Ha OCHOBE
®denepanbHOTO TOCYIapCTBEHHOTO oOpa3zoBaTenbHOro crangapra (gaiee ®I'OC) no
CHEeUaIbHOCTH CpefHero npodeccuoHanbHoro oopazosanus (nanee CI10) 40.02.01
[IpaBo u opranuzaysi COIUAIBHOTO OOCITYKHUBaHHUS.

®opmupyemsie komnerennun: OK 1-5,8,9, TIK 1.1 -1.4,1.6

Pa3paborunk: Cemucunona C.JI., mpenonaBareib

1. ObsacTh NpUMEHEHHS NPOTPAMMBbI

PaGouast mporpamma y4eOHOW AUCIUIUIMHBI SIBISIETCS YaCThIO MPOTPAMMBbI
MOATOTOBKM  CIICIIMAJIUCTOB CPEAHETO 3BEHA II0 CHEIUATBHOCTH  CPEIHETrO
npodeccronanbHoro oopazosanus (nanee CIIO): 40.02.01 IlpaBo m opraHuzanms
COIIMAJILHOTO 00ECIIeUEHUS.

2. Mecto aucuumimubl B crpykrype IIIICC3: obmenpodeccnonambHbIi
LUKIL.

3. leau u 3aga4m y4eOHOH NMCUMILIMHBI — TPeOOBAaHUA K pe3yJbTaTaM
OCBOCHUSA YUeOHOM TMCIUTIIUHDI:

Heas:
-  npuoOpeTeHHe CTYIASHTaMH TCOPETHMUCCKUX 3HAHUN W TPAKTHUYCCKUX
YMEHHI B 00J1aCTH IOKYMEHTAIIMOHHOT'O 00ECIICUEHHUSI YIIPABJICHUS.

3axauu:
—  pa3BuBaTh HaBBIKM I(P(HEKTUBHOTO HUCIOIH30BAHUS JOKYMEHTAIIMOHHOTO
obecrnieueHus yrpaBiieHUs, HEOOXOAUMBIX JIJisi paOOThI;

—  HAYYHTh WCIOJB30BaTh 3HAaHWSA B O0JacTH JIOKYMEHTAIIMOHHOTO
oOecreueHus: yIpaBIeHHUS.

B pe3ynbTaTe 0CBOCHUS TUCUUILITUHBI 00YYaOMUNACS 10JKEH YMeTh:
—  0opopMIISITh  OPraHU3aLMOHHO-PACIIOPSIAUTENLHBIE  JOKYMEHTH B
cootBeTcTBUM C JercTByromuM 'OCTom;
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- OCYIICCTBJIATD 06pa60T1<y BXOJAIIUX, BHYTPCHHHUX HW HCXOIAJgIMIHUX
JOKYMCHTOB, KOHTPOJIb 3d UX UCIIOJIHCHUCM,

- O(i)OpMJI}ITI) AOKYMCHTLI AJIA IICPCAavn B apXHUB OpraHU3adlluN.

B pe3ynbTaTe 0CBOCHUS TUCHHUILITUHBI 00YUYaIOIIUIACS T0JIKEeH 3HATh:

—  TIOHSTHE JOKYMEHTa, €ro CBOMCTBA, CIIOCOOBI IOKYMEHTUPOBAHMUS;

—  mpaBwmia coctaBiieHus u opopmienus OP/L;

—  CHCTEMY M TUNOBYIO TexHonorutwo J0VY;

—  O0COOEHHOCTH  JEJIONPOU3BOJACTBA IO  OOpalieHusIM TpaxaaH U
KOH(UICHIIUATLHOTO JIeJIONPOU3BO/ICTBA.

4. KoimyecTBO 4aCOB HA OCBOEHHUE MPOrPaAMMbI M CUMILIUHBI:

MAKCUMAanbHOU y4ebHou Hacpy3ku ooyuarowezocs 87 4acoB, B TOM YHCIIE:
00s3aTEeNIbHON ayIUTOPHOM y4eOHON HArpy3Ku 00ydaroerocs: — 58 4acos;
CaMOCTOATEILHOM paboThl 0Oy4Jaromierocs — 29 4acos.

4.1. O6bem yueOHOV JUCHUILUIMHBI U BHAbI y4e0OHOI padoThI:

Bua yueOHo# padoThl Oo0bem yacos
MaxkcuMaJjibHasi yueOHasi HATPY3Ka (Bcero) 87
Oo6s3aTenpHasi ayIUTOPHAs yueOHasi HArpy3Ka (Bcero) 58
B TOM YHCIIE:
nabopaTopHEIE PabOTHI 0
MPaKTHIECKUE 3aHSITUS 48
KOHTPOJIBHEIE PaOOTHI 0
KypcoBas pabora (IIPOeKT) 0
CamocTosiTepbHasi padoTa ody4alonierocs (Bcero) 29
B TOM YHCIIE:
caMocCToATeNbHas paboTa Hal KypcoBOil paboToif (IpOeKTOM) 0

- CTaHOBJICHHE JIETIONPOn3BoCTBa B Poccuu;
- MECTO U POJIb TOKYMEHTHI. COCTaBIICHHE CXEMBI;
- O3HaKOMJIEHHE C Kiaccu(uKaTopaMd W YHUGHUIUPOBAHHBIMH CHCTEMaMH
JOKyMEHTAaIHH;
- oopMITeHIE OCHOBHBIX peKBH3UTOB B cooTBeTcTBUH ¢ ['OCT P 7.0.97-2016
- cocTaBiieHHe ¥ 0(OPMIICHHE IPOTOKOIA;
- coCTaBJIeHUE U 0(OPMIICHHE aKTa;
- cocTaBJieHHE U 0(OPMIICHHUE TeJIerPaMMBl, Tele()OHOIPaMMBI;
- COCTaBJIEHHE MChbMAa-0TBETa, FAPAHTHHHOTO MUChMa;
- 00paboTKa BXOZIMIEi KOPPECTIOHICHIIHH;
- opopmIIeHHE IOKYMEHTOB Ha KOHTPOJIE;
- opopmIIeHHE 3asBIICHUS, PE3IOME;
- opopMIIeHHE TUCIUILTMHAPHOTO B3BICKaHUS;
- TIOpSOK PabOThl MCHOJNHUTENEH C KOHQHUICHIMAIbHBIMU ITOKyMEHTaMH H
CBEJICHUSIMU;
- IOJIrOTOBKA JIOKYMEHTOB K apXUBHOMY XPaHEHHIO;
- OPSIIOK NOATOTOBKYU M Tepeadl o0palieHnii rpaxk/JjaH Ha XpaHeHue;
- IUIAHUPOBAHKE OPraHU3allMi aBTOMAaTH3UPOBAHHOTO pabouero Mecra;
- MOJITOTOBKA K T} PepeHIHpOBaHHOMY 3a4EeTy.
Wrorosas arrectanus B Gopme aAuddepeHINPOBAHHOTO 3a4éTa
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5. TemaTuyeckni IJIaH y4eOHO JUCHUIINHBI:
Paznen 1. Opranumsaius yrnpaBiIeHYECKON AeATENbHOCTH W €€ WH(OpMaAImOHHON
NOAICPKKHU

Tema 1.1. YmpaBnenueckas u oducHas nesTeIbHOCTH. OCHOBHBIE MOHSATHUS
NOKYMEHTHPOBAHUS YIIPABIECHYECKOU IEATEIIBHOCTH

Tema 1.2. HopMmatuBHO-TIpaBoBas 0aza JOKYMEHTHPOBAHHS YIPABICHYECKON
NEATEIIBHOCTH.
Pa3nen 2. OcHOBHBIE BUABI U CUCTEMBI YIIPABICHUYECKON JOKYMEHTALMH W MPABHIIA
e€ ohopmIICHUSI.

Tema 2.1. bnankum M cOCTaB pPEKBU3UTOB YIPABICHUYECKUX JTOKYMEHTOB H
npaBuia ux ohopMIICHHUS

Tema 2.2. Ocobennoctu odopmiieHHs] HauOoJiee PacHpOCTPaHEHHBIX BUIOB
OpraHU3alMOHHO-PACIIOPSAUTEIBHBIX TOKYMEHTOB.
Paznen 3. CnyxeOHas 1 1e710Basi KOPPECTOHICHITHS.

Tema 3.1. IIucemennas koppecnonaeHuus. KoppecronaeHmus, nepeaapaemast
10 KaHajaM CBS3H.

Tema 3.2. Buapl v pa3HOBUIHOCTH CITYKEOHBIX U JETOBBIX MHCEM.
Paznen 4. Opranuzanus Tekyiiei paboThl ¢ JOKyMEHTaMHU

Tema 4.1. Opranuzanys 10KyMeHTO000pOTa

Tema 4.2. Peructpanus 1 KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB
Pa3znen 5. OcobeHHOCTH OpraHu3aluu JOKaJbHbIX CUCTEM PaOOThI C JOKYMEHTaMH

Tema 5.1. Opranuzainiysi paboThl ¢ OOpaIICHUSIMH TPaXaaH

Tema 5.2. JlokyMeHTHpOBaHUE PAOOTHI C IEPCOHATIOM

Tema 5.3. Opranuzanus paboThl ¢ KOH(DUICHIIUATEHBIMU TOKYMEHTAMH
Paznen 6. CucremMarnsanusi M opraHu3anusi ONEpaTUBHOTO XPaHEHUS JOKYMEHTOB

Tema 6.1. O6mue npuHIUNBl GOPMUPOBAHUS 1€, CUCTEMATU3AIMSI U Y4ET
JOKYMEHTOB OpTraHU3al[uu

Tema 6.2. OueHka 3HAYUMOCTH JOKYMEHTOB U OINPENEIIEHHE CPOKOB HUX
XpaHEeHHUS

Tema 6.3. XpaHneHue JOKyMEHTOB U J€J
Pazpgen 7. ABTOMaTU3MpPOBAaHHBIE CHUCTEMbl M TEXHOJOTUM JOKYMEHTAILMIOHHOI'O
oOecrnieueHus ynpaBieHUs

Tema 7.1. ABTOMaTU3UPOBAHHBIE CUCTEMbI JOKYMEHTAIIMOHHOTO 00eCreYeHus

YIPaBJICHUA



