AHHOTaUMS K paGoueii MporpavMMe AHCHUILIHHLI
«OCHOBBI IOKYMEHTHPOBAHNS B COMMAILHOL pabore» Hanpagaenust 39.03.02
«Counansnas pa6ora» 1 cemectp.

1. IEJIJX OCBOEHM I

Leneio ocBoeHus sBnsIeTCs dopmupoBanne HayuHO-060CHOBAHHOrO IpEJCTaBIeHs 00
OCHOBaX CTAaHOBJICHHs JeNONPOHM3BOACTBA B Poccmiickoit ®emepamuu u ero COBPEMEHHOE
SHAYCHHE B IEATENBHOCTH TOCYJIAPCTBEHHBIX H MYHHLMIATBHBIX OpraHoB, a TaK IKe,
NPHOOPETEHHEe TEOPETHYECKHX 3HAHMH H  BBIPAGOTKA NPAKTHYECKHX HABBIKOB H yMEHWUIl B
00J1aCTH  TOKyMEHTHpPOBAHHSI OpraHH3alHOHHO-PACIOPANMTENBHBIX JIOKYMEHTOB, 4 TaksKe
OpraHH3alys PaGOTEI ¢ JOKyMEHTaMH B COLHATBHBIX CITYKOaX.

2. MECTO JUCHMILIAHBI B CTPYKTYPE OIIOII BO

HMucrpnmaa «OcHOBBI A0KYMEHTHPOBAHHSL B COMMA/ILHOI paGore» EBKIIOYEHa B
paszen B.1.B.OJI.2 BapuartuBHoO#l yacTH y4eGHOro muiana HanpapieHus «ConuansHas pa€oray
Oakanasp 3-ro mokosenus. JIMCUMIUIMHA CBsS3aHA C paHee H3y4eHHOH, «Bpegenre =
CHeUHANTbHOCTbY.  BrocnencTsun  HeoGXoauma i W3ydeHus KypcoB  «Opranusarus
CoMaTbHOH  paboTel», «MeTomuka COMHMATBHOMN pabotey,  «IIporHo3MpoBaHHE W
TIPOCKTHPOBAHHE COLUATBHOH PaGOTED) M HEMOCPEACTBEHHO HABBIKOB OPraHH3aiH COIHAT5HOI
paboTHI Kak Ipodeccu.

3. KOMIIETEHIIUM OBYYAIOIIEI'OCSI, ®POPMUPYEMBIE B PE3YJILTATE
OCBOEHUS TUCHUIIJINHBI

B mponecce 0ocBOeHHS NaHHOM JHCIUILIMHEI CTyAEHT (OPMHpPYeT W JEMOHCTPHpYET
CIIEYIOIHE KOMIIETEHIIH:

ObmexynpTypHble (OK): CIoCOGHOCTBIO HCIONB30BATE OCHOBEL NIPaBOBLIX 3HAHMN B
pasIHIHBIX cdepax sxusBenestensaoctd. (0K-4);

IIpodeccHonabHBIMH  KOMIETEHIASAMEA (ITK):  cocoGHOCTE K OCYIIECTBIIEHHIO
OLCHKH H KOHTPOIA Ka4eCTBa OKA3aHUs COLHANBHBIX YCIIYT, COHATLHOIO O0ECTIEYSHUS i Mep
COLWMATBHON MOMOIH HA OCHOBE JIOCTHKCHHI! COBDEMEHHOM KBATHMETPHH K CTaHJAPTU3AI[HH;
CIOCOGHOCTh K MCIONB30BAHUIO 3aKOHOJATEBHBIX M JPYTHX HOPMATHBHBIX IPAaBOBBIX AKTOB
(penepanbHOrO M PErHOHANBHOTO YPOBHEH Ui MPENOCTABICHHSA COIHATBHBIX YCIIYT,
COLMATBHOTO 00ECTeueH s, Mep COLUMATBHON NOMOIM M K IPABOBOMY pery/HPOBA-KIO
coLuanbHOU 3amuTel rpaxaad. ([1IK-4), (TIK-5).

3HaTh: OCHOBEI /IEIONPOM3BOJICTBA H €T0 HOPMATUBHOE PEry/IHPOBAHKE; KBaJIM(HKAITHIO
AOKYMEHTOB, ~MOPANOK HX OQOPMIICHHS, CO3AHHSA, H3TOTOBJIEHHS, NPHEM, Pacrpeiene:ike,
perucrpanuio 4 npasuia Xpanenus (I1IK-4), (OK-4).

YMeTb: IpaBHIBHO IPHMEHATH NPABHIA ¥ CTAHAAPTEI IIPH BEICHHA JIETIOIIPOU3BOJICTBA
u opopmITeHHH OpHIHANBHBIX HoKymeHToB(TTK-5);

Biajers: HaBbIKAMH JETONMPOM3BOACTBA M COCTABICHHS OGHIMATLHEIX IOKYMEHTOB B
TOCYNApCTBEHHBIX M MYHHLMNANBHBIX OpraHax M OpraHM3alisX; HAaBBIKAMH paGoThI C
OpuUUaIbHBIME  JIOKYMEHTaMH: OOMEHOM, COXpaHEHMeM, mepeiadeil. Buaxers Eceil
OPITEXHUKOMU: hakcoM, ckaifnom, kommsrotepo u T.1 ([TIK-4), (TIK-5).

Crynent momkeH OBIT KOMIIETEHTHBIM IO BOIPOCAM BEJCHHS IENONPOH3BOACTEA B
CHCTEME COLHANbHOTO OOeCedeHHs H yNpaBleHHs POCCHH, OCYIIECTBIATH KOHTPOIb
HCIIOTHEHHUS JOKYMEHTOB, OCYIIECTBIIATh CIPABOYHYIO H HH(POPMALMOHHYIO PaGoTy, TpaMOTHO
COCTaBJIATh U HCIIONIb30BaTh, KIACCH(UIUPOBATE JOKYMEHTEL

4. COAEPKAHUE JUCHMAIIIUHBI
Kypc cocrour u3 9 nexuuit M 9 NpakTHYeCKHX 3aHATHI, 3aKaHUMBAETCS 3a4€TOM.

Temarnka NeKIAOHHBIX 3aHATHH: «OCHOBEI JOKYMEHTUPOBAHHUA», €r0 COACDPIKAHUE, LEeIld U
3aga4qmn. «I/ICTOpPI}I OTEYECTBEHHOI'0 JEJIONPOU3BOACTBA B COLHAIBHOMH paﬁore», «[TonsTee 0



JOKyMEHTe, CBOMCTBA JOKYMEHTa, KilacCH(HKalus JOKYMEHTOBY», «OpraHusamus paboibl C
JokyMeHTaMm», «Cucrema CIPaBOYHO-UH(DOPMAIIMOHHOM W  CIIPABOYHO-aHAMTHYECKOMH
NOKYMeHTanuu», «J(enonpou3BoACTBO IO YCTHEIM M IHCBMEHHBIM OOPAIICHHSIM TPakIiamny,
«CocraBnenre ¥ 0QOPMICHHE CIPABOYHO-HH(MOPMALHMOHHEIX JTOKYMEHTOBY», «CHc ema
OpFaHHSaHHOHHO-HpaBOBOﬁ JOKYMCHTALUUY, (<P6KOMCH,ZLaIII/II/I IIpH ne4aTaHuu TEKCTOB
CIy)KeOHBIX OKYMEHTOB», «J[OKyMEHTOOGOPOT B COLHANBHBIX Clyk0ax Bramumupekoit
obnacTmy.

5. BU ATTECTAIIUM - 3auer

6. KOJIMYECTBO 3AYETHBIX EJJMHUIL -2 3.e.
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