ABTOHOMHAsI HEKOMMEpUeCKasi OpraHU3aLsl JOMOTHUTEIBHOTO PO EeCCHOHATHLHOTO
oOpa3zoBanus «CHOMPCKUI MHCTUTYT HEMPEPHIBHOTO JOMOIHUTEIBHOTO 00pa30BaHUs»
AHO 1O «CUBUH0»

AHHOTanus y4eOHON TUCLMILIAH
«/lokyMeHTallMOHHOE o0ecredeHne ynpaBJieHusD)

O0JacTh npuMeHeHus padoueii mporpamMmbl: paboyasi mporpamma yaeOHOiM
JUCLUIUIMHBI SIBJSIETCS YaCThIO JIONOJHUTENBHON PO(heCcCHOHATBHON MPOTrpaMMbl
npo(eCCUOHATIBHOM  NEPEenoAroToBKM  «MeHeIKMEHT B  00pa3oBaTeIbHOU
opraHu3anuy B ycioBusax peanuzanuu GI'OC.

MecTo yueOHO# JTUCHMILIUHBI B CTPYKTYpe npodeccHoHAIbHOI
o0pa3oBaTeIbHOM MPOrpaMMbI: J1aHHAs y4eOHAas TUCIUILIMHA OTHOCUTCS K
0JI0Ky 001IenTpOdeCcCHOHATBHBIX TUCITUTIINH.

KosinuecTBO 4acoB Ha 0CBOeHME MPOrPAMMBI AU CUMILJIMHBI:
MaKkcHUMaJbHas yueOHas Harpy3ka oOydaromerocs — 8 4acoB, BKIIOYas:
00s13aTeNbHON ayTMTOPHOU yueOHOI HAarpy3ku oOydaromerocs — 6 4acos,
CaMOCTOATEILHOM paboThl 0Oy4Jaromerocs — 2 gaca.

Heab AucuumIMHbI: pa3BUTHE NPOo(HeCCUOHATBHOM OCBETOMIIEHHOCTH O
COBPEMEHHBIX TPEOOBaHUAX K MPO(PECCHOHATBHBIM 3HAHUSIM U MPAKTHYECKOMY
OmbITY 3((EKTUBHOTO yNpaBiICHUs KaJPOBBIMU PECYPCaMU, OCBOSHUE
CJIYILIATEJIAMU TEOPETUKO-METOA0JIOTMYECKAX OCHOB KaIpOBOIO
JEJIONPOU3BOCTBA.

Ilnanupyembie pe3yJibTaThbl 00y4eHHs M0 JUCHUILIHHE:

B pesynbraTte nzyueHus Kypca o0ydarouiuiics Oyaer

3HATDb:

— TPYJIOBOE 3aKOHOJATEJILCTBO U UHBIE aKThI, COJICPKAIINE HOPMBI TPYAOBOTO
npasa

— OCHOBBI aPXMBHOTO 3aKOHOAATEIbCTBA U HOPMATUBHBIE ITPABOBBIE AKThI
Poccuiickon denepannu, B 4aCTU BEACHUS JOKYMEHTALIMU 10 [IEPCOHATY

— 3akoHOZaTenbCTBO Poccuiickont Denepannu O MEPCOHAIBHBIX JaHHBIX

— TOpsI0K 0(hOpMIICHHSI, BEICHHS M XpaHEHUS JOKYMEHTOB I10 TIEPCOHATY

— TOPSAOK y4yeTa JIBUKECHUS KaIpPOB U COCTABJIECHUS YCTAHOBICHHOM
OTUYCTHOCTHU

— OCHOBBI JOKyMEHTOO0OPOTa M IOKYMEHTAITMOHHOTO 00ECTICYCHUS

YMeTh:

— pa3pabaThIBaTh MPOEKTHI OPTraHU3AIMOHHBIX M PACTIOPSAUTEIBHBIX
JIOKYMEHTOB M0 MIEPCOHAITY, KaIpOBBIX JOKYMEHTOB

—  o(opMIIATH TOKYMEHTBI B COOTBETCTBUU C TPEOOBAHUSIMHU TPAKIAHCKOTO,
TPYZIOBOTO 3aKOHOAaTenbCcTBa Poccuiickon denepannu U JIOKaIbHBIMU
HOPMATUBHBIMHU aKTaMH OPTaHMU3alMH, B T.4. KaJPOBBIE JOKYMEHTHI
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— OpraHu30BBIBATh XpaHEHUE KAJAPOBBIX JOKYMEHTOB B COOTBETCTBUU C
TpeOOBAHMSIMU TPYIAOBOTO, APXUBHOTO 3aKOHOAATENIbCcTBA Poccuiickoit deneparun
Y JIOKaJbHBIMA HOPMATUBHBIMHU aKTaMHU OpraHU3aluu

— BBISABIIATH OITMOKH, HETOYHOCTH, UCTIPABIICHUS U HEJOCTOBEPHYTO
UH(OPMAIUIO B TOKYMEHTAaX, ONPEIEIATh JETUTUMHOCTD JOKyMEHTOB

BJIa/IeTh HABBIKAMMU:

— 00paboTKHU U aHaJIKM3a MOCTYMAIOIIEH JOKYMEHTAIIUH TI0 EPCOHATY

— pa3paboTku ¥ opopMIICHHS TOKYMEHTAIIUU 10 TIepcoHaNy (MEPBUYHOM,
YYETHOM, TUTAHOBOM, TI0 COIMATILHOMY 00€CIICUeHUI0, OPTaHU3AIMOHHOM,
pacropsAuTEIbHOMN)

— perucrpalnuu, y4era u TEKyIlIero XpaHeHUsI OpraHu3allMOHHON 1
pacropsAuTEILHON JOKYMEHTAILIUH 110 TePCOHATY

— TOJTOTOBKHU MPOEKTOB JIOKYMEHTOB IO MpOoLieIypaM yIpaBieHUs
MIEPCOHAIIOM, YUETY U JBUKEHUIO IepCoHalIa

— cOopa u IPOBEPKHU JIUYHBIX IOKYMEHTOB paOOTHUKOB

— TMOJTOTOBKU U O(POPMIICHHUSI IO 3aITPOCYy PAOOTHUKOB U JIOKHOCTHBIX JIUIT
KOIUM, BBITUCOK U3 KaJIPOBBIX JOKYMEHTOB, CIIPABOK, MH(OpPMAIIUU O CTaXKe,
JBTOTax, TapaHTHUSIX, KOMIICHCAIIUSX U UHBIX CBEJICHHM 0 paOOTHUKAX

— BBIJJa4M PaOOTHUKY KaJPOBBIX JOKYMEHTOB O €r0 TPYI0OBOM NEITeIbHOCTH



