AHHOTALMA K pabouen nporpamme gucumnnamHbl «Jenonponssoactso» 10 Knacc
1. LEAW U 3A0AYU ANCLUNSINHDI
1.1. Lean gucunnauHebi:

LUenbto nsyyeHusa kypca «enonponsBoacTBo» asasetrca popmumpoBaHme y yyaumxca 6a3oBoi cMcTeMb
3HaHWi B 06/1aCTV Ae10NPOM3BOACTBA: NPaBUA OpraHn3auum paboTbl C AOKYMEHTAMU YNPaB/eHUs;
OCHOBHbIX NOAX0A0B K NPOEKTUPOBAHUIO AOKYMEHTOB N CUCTEM AOKYMEHTALMKN; HOPMaTMBHOM 6as3bl
AeNonpon3BoacTsa.

1.2. 3apa4M 0CBOEHUA AUCLUNINHDI:

- 03HAaKOM/IeHMe CTYAEHTOB C OCHOBHOWM Hay4yHOM IMTEPATYPON; - U3yHeHUe yYalLMmucs
3aKOHOZaTeNbHOW M HOPMATMBHOM 6a3bl f,eN0NpPoM3BOACTBa;

- O3HaKom/ieHue C MGTOAMKOVI COCTaB/IeHUA PaA3/INYHbIX BUAOB OOKYMEHTOB,
- nonyyeHune nNpakTu4eCknx HaBblKOB pa6OTbI C ILI,OKVMEHTE:ILI,I/IEI\/'I,'

- U3y4eHNE TEOPUN N NPAKTUKN OpPraHn3daunm JOKYyMEHTALUNOHHOIO obecneyeHus ynpas/sieHnAa B
OopraHun3auunax.

2. NEPEYEHDb NJTAHUPYEMBbIX PE3Y/IbTATOB OBYYEHWA MO ANCUUNNJTIUHE

Mpouecc n3yyeHnsa AMcumnanHbl «lenonponssoacTso» HanpasaeH Ha GOPMUPOBAHME CAEAYIOLLMX
KOMMETEeHLNN:

- CNOCOBHOCTbIO K KOMMYHUKaL M B YCTHOI\;1 N NMUCbMEHHOM d)opN\ax Ha PYCCKOM U NHOCTPAaHHOM A3blKaX
Ana peweHnAa 3agay MeXIMYHOCTHOTO U MEXKKYJ/IbTYPHOTIO B3aMMO,D,El\/IICTBVI‘iI

- CNOCOBHOCTbIO paboTaTb B KO/IEKTUBE, TONIEPAHTHO BOCMPMHMMASN COUMaAsbHbIE, STHUYECKME,
KOHdECCMOHaNbHbIe U Ky/IbTYPHbIE Pa3anyus

- CNOCOBHOCTbIO OCyLuecTBNATb AenoBoe O6LLI,EH newun FIY6I'IM‘-IHbIe BbICTYyNnN1€HNA, BECTU Neperosopbl,
coBellaHnA, OCyWwecCcTBNATb AE/T0OBYIO NEPENNCKY U NOAAEPKNBATb 3INNIEKTPOHHbIE KOMMYHUKaUUN

- CNOCOOHOCTbIO peLwaTb CTaHAAPTHbIE 3a4a4M NpodeccnoHaIbHON AeATENbHOCTU HA OCHOBE
nHdopmauMoHHON N bubanorpadmyeckon KyabTypbl C NPUMEHEHMEM MHPOPMALLMOHHO-
KOMMYHMKaLMOHHbIX TEXHO/IOTUI U C Y4ETOM OCHOBHbIX TpeboBaHMIA MHGOPMaLMOHHON 6e3onacHOCTH

CNOCOBHOCTbIO NPUMEHATE UHPOPMALNOHHO-KOMMYHUKALMOHHbIE TEXHOIOTUU B MPODECCMOHANbHOWM
AeATEeNbHOCTU C BUAEHNEM UX B3aMMOCBS3EN M NePCNeKTUB Ucnonb3oBaHuA (MK-8) - ymeHnem Bectu
AeNonponsBoACTBO U AOKYMEHTOOBOPOT B OpraHax rocyAapcTBeHHOM Bnactu Poccuitickon depepauymm,
opraHax rocyapCcTBeHHoOM BnacTu cybbekToB Poccuitickon Pepepaumm, opraHax MecTHOro
CaMoynpas/ieHUA, rocy4apCTBEHHbIX U MyHULUNANBbHbIX NPEANPUATUAX U YUPEKAEHUAX, HaYYHbIX U
06pa3oBaTeIbHbIX OPraHn3auMaX, MOANTUYECKMX NAPTUAX, OOLLECTBEHHOMNOIUTUYECKUX, KOMMEPYECKMX
1N HEKOMMepUYecKnx opraHusaumsx (MK-15).

B pesy/ibTaTe 0CBOEHMA ANCLMUNAMHBI 06YYaIOLLMIACA AO/IKEH:

3HaTb: HOPMaTUBHO-MeTO4N4YECKYIO 6a3y Aenonponssoacrtea, opraHM3auMOHHOMNPaBOBbIE AOKYMEHTHI,
npasunna od)omeeva PEKBU3NTOB AOKYMEHTOB, COCTaB/1eHNe n od)omeeHme C}'Iy)KE6HbIX AOKYMEHTOB,



npasuaa COCTaBAEHUA IMYHbIX Aesl, paboTy ¢ obpalleHnAMM rpaxkaaH, 40KYMeHToob0opoT B
opraHmMsauum..

YMmeTb: cocTaaTb Gopmynsapbl-0bpasLbl CAYyKeOHbIX 4OKYMEHTOB, COCTaBAATb U 0GOPMIATL
OpraHn3aLMoOHHO-pacnopsaauTeNbHble 4OKYMEHTbl, GOpPMMPOBaATb INYHOE Aeno, 06pabaTbiBaThb
perucTprupoBaTh BXoAALLNE, NCXOAALWME U BHYTPEHHME AOKYMEHTOMNOTOKM, COCTaBAATb HOMEHKNATYPY
aen, opopmnAatb Aena u nepesaBatb UX B apxuB;

Bnagetb: - HaBblKamMu BeAeHUA AeN0NPOU3BOACTBA, B TOM YMCIE C NPUMEHEHMEM MHPOPMALMOHHBIX
TEXHOJIOTUIA; HaBblKaMM COCTaBAEHMA U 0GOPMIEHNA PA3IUYHBIX BUAOB AOKYMEHTOB TPAANLMNOHHbLIM
CNocobom 1 B 3/IEKTPOHHOM BUAE.



