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1. IEJY OCBOEHHUS JUCLUILIHHBI

Llenbio W3ydeHus QMCHMIUIMHBI «DIeKTPOHHBIT JOKYMEHTOO0OPOT» ABNAETCA MONydYeHHE H yrmyOneHHe 3Hauuii o
TPUHIMMAX  [OCTPOCHHA NOKYMEHTOB H OCHOBaX (OpMHpOBaHHA AOKYMEHTOOGOpOTAa B OpraHusals M YUPEKIEHHAX
pasiuyHbIX  opM cobGeTBeHHOCTH. DOPMHPOBAHHE Y CTyACHTOB MPaKTHYECKHX HaBBLIKOB M0 CO3JaHHIO M 0OpaboTke
NOKYMEHTOB B JajibHeliem GyneT cnoco6CTBOBATE He TONBKO Hornee YCNELWHOMY OCBOCHHIO [IHCLMIIHH, H3YYEHHE KOTOPBIX
NpeanonaraeT paboTy ¢ AOKyMeHTAIHEH, HO M IPOXOXKAEHHIO PAKTHKH Ha Golee rpaMOTHOM YPOBHE.

2. MECTO JUCHUILTAHBI B CTPYKTYPE OIIOII
JMCLHILTHHA «DNeKTPOHHBIH J0KYMEHTOOG0POT) OTHOCHTCS K MHCLHMILTHHAM 6a30B0ii 4acTH.
IpepexBusuthl aucummuuab: Uudopmarixa.

3. KOMIIETEHIIUH OBYYAIOIIETOCS, ®OPMHUPYEMBIE B PE3YJIBTATE OCBOEHUS
JHCHUTIIAHBI .

I[lpouecc u3y4eHus AMCUMIUIHHBL «DNeKTPOHHBII AOKyMEHTOO00POT» HanpasieH Ha (OPMHPOBAHME ClEMYIOLIHX
KOMIIETeHIIHii:

obuienpogeccHoHAIbHbIE KOMIIETEHIHH:

OIIK-9 cnocoGHOCTBIO OCYLIECTBIATL AENOBOE OOIICHHE (myGnuyHbie BBICTYMUIEHHS, MEPEroBODEL, MPOBEAEHHE
COBELUAHHH, e/I0Bask NePENHCKa, JIEKTPOHHBIE KOMMYHHKALHHN);

npopeccHOHANLHbIE KOMIIETEHIIHN:

IIK-12 3HanueM OCHOB pa3paGoTku W BHeIpeHHs KaJpoBOH M yMNpaBJIEHYECKOH MOKYMEHTALMH, ONTHMM3ALINK
nokymeHTo0GopoTa M cXeM (YHKUMOHATBHBIX B3aHMOCBA3Ei MeX Iy MOAPA3NENCHHAMH, OCHOB Pa3spabOTKH H BHEIPEHHS
NpOLEYp PEryTHPOBAHKA TPYIOBbIX OTHOLIEHHH M COMPOBOXKAAIOLIEH TOKYMEHTALIAN;

[IK-13 ymenueM BecTH KaJpoBOE 1€NONPOH3BOACTBO U OpraHu30BbLIBATH APXHBHOE XPAHEHHE KaJPOBbLIX JOKYMEHTOB B
COOTBETCTBUH C [EHCTBYIIUMMH HOPMAaTHBHO-NPABOBLIMM aKTAMH, 3HAHHEM OCHOB KaZIpOBOH CTATHCTHKH, BJaJleHHEM
HaBbIKAMH COCTABNICHWs KAaAPOBOH OTYETHOCTH, a TAKKe HABBIKAMH O3HAKOMJEHMS COTPYIHHKOB OpraHM3alMK ¢ KaapoBoii
NOKYMEHTALHMEH 1 NEHCTBYIOUHMH JIOKAIbHBIMH HOPMAaTHBHBIMH aKTaMH, YMEHHe 06ecTieqTh 3aLIMTY TIEPCOHATLHBIX TAHHBIX
COTPYIHHKOB.

4. COJEPKXAHME JUCHATLIMHBI
Kypc paccuuran va 18 yacos nekuwmii, 18 yaco npaxtuueckux 3ausTuii u 108 yacos CaMOCTOATENbHOI paboThl.

Tema 1. TonsiTHe 2MEKTPOHHOTO 10KYMEHTA H 31EKTPOHHOTO AokymeHTo0QopoTa. Tema 2. CucTeMsl ynpaBieHus 3MeKTPOHHBIM
nokymenToobopotom. Tema 3. CHCTEMBI 3MEKTPOHHOTO noxkymentoobopora. Tema 4. Cpencrsa rpynnosoti padors. Tema 5.
CucTembl ynpaBieHus 0coObIMH BHAaMM JOKYMeHTOB. Tema 6. Kopriopatusueie nHbopmauuonubie cuctemsl. Tema 7.
BHeipenne KOpnopaTHBHBIX HHOOPMALIMOHHBIX CHCTEM.
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