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PaGoyas nporpamma yueGHON OHCHHMIIUHBEI «JIOKyMEHTAIMOHHOE ObecIeueHne
YOpaBJIe€HAS»  paspaboTaHa Ha  OCHOBe  (beIepalbHOrO  rocyAapcTBEHHOIO
00pa3oBaTeJBbHOTO  CTaHZApTa CPENHET0 NPOPECCHOHATBHOTO 00pAa30BaHHA IO
crenuanpHOCTAM 38.02.01 «DxoHomHKa H OyxranTepckuit y4ér (mo oTpacisM)y»
(bazoBast moaroToBKa) yTBepKAEHHOTO IPHKa3oM MuHACTepcTBa 06pa3oBaHUA U HAyKH
Poccuiickoit @enepanuu ot 28 urons 2014 roma Ne 832.

Opranusauns-paspadorank: Ilpodeccnonansnoe o6pasopaTensHoe yupexkieHue
gacTHoe « KOJIJIE/[DK MEHEJI2KMEHTA»

Paspaboruux: Bamekosa B.C. - npenomasarens ITOYU «KOJUIEDK
MEHEJIDKMEHTA»

PaccMoTpeHa u pekoMeHi0BaHa K

YTBEPKACHHUIO HA METOTHYECKOMH

KOMHCCHH KOJIJIeKa

ITpotokon Ne 1 ot 15 centsiops 2016 r.
[Ipencenarens ) 1O.B. 3amaTuna



1. 1. TACHOPT PABOYEW ITPOTPAMMBI YYEBHOM JUCIATIIAHBI

1.1. O6n1acTh NpHMeHEeHHS NPOrPaMMBbI.

Pabouast mporpamma y4eOHOH IHCLUIINHBL «J[OKyMEHTALMOHHOE ObecrmeyeHne
YIIpaBJIeHUs» SABIAETCS 4YacThIO OCHOBHOW mpodeccHoHanbHOH 00pa3oBaTe/bHON
OporpaMMbl B YYpeXJIeHUsIX  CcpeQHero  MnpopecCHOHAILHOTO  00pa3oBaHHS,
peamu3yromux oOpasoBaTenbHYIO Mporpammy Mo crnenmamsHocTn CITO  38.02.01
DKOHOMHKA H OyxranTepckui yuér (1o oTpacisim).

1.2. Mecro  yueOHON  AHCHUMIVIMHBI B CTPYKTYpPe  OCHOBHOM
npodeccHonaILHOH 00pa3oBaTe/IbHONH NPOrpaMMBI.

Yyebnaa mucuuminHa «J{oKyMeHTanHOHHOe oDecreveHne YIpaBieHus» BXOIUT B
npodeccHoHaTbHbIH UK Kak 00IIenpodpeccnoHaibHas TUCIHILIHHA.

1.3. lean n 3aga4un y4eOHOH IHCHHMILIHHBI — TPeGOBAHHS K pe3yJbTaTam
ocBOeHHs yue0HOI MporpaMMBbl.
B pesyibrare ocBOeHHS y4eOHON AUCIUIIINHEI CTYAEHT A0/UKEH YMETh:
— ohOpMIITE JOKYMEHTALMIO B COOTBETCTBHM C HOPMATHBHOH 6a3oi, ¢
HCI10/Ib30BaHHEM HH(MOPMAIIMOHHBIX TEXHOIOTH
— OCBaWBaTh TEXHOIOTHH aBTOMaTH3HPOBaHHOI 00pabOTKH JOKYMEHTAaI[UH
— OCYLIECTBIIATh XpaHEHHE U TTONCK JTOKYMEHTOB
— HUCMONB30BaTh TEJIEKOMMYHUKALIMOHHBIE TEXHOJIOTMH B 3JEKTPOHHOM
JIoKyMeHToo0opoTe
B pesynbTare ocBoeHus yueOHON NHCUUIUIMHBI CTYIEHT JOJKEH 3HATH:
— TOHATHE, IIeJH, 3aa49H W MPHHLHIEI ATOTPOU3BOACTRA;
— OCHOBHBIE IIOHATHS JOKYMEHTALlHOHHOI0 00eCIeyeHus YIPaBIICHHS;
— CHCTEMBbI JOKYMEHTAlHOHHOTO 0becTiedeH s YIIpaBlieHus;
— KJIACCH(QHKALMIO JOKYMEHTOB;
— TpeboBaHHs K COCTABJIEHUIO H 0(DOPMIEHHIO TOKYMEHTOB;
— OpraHu3alMi J0KyMEHTO00OpoTa: mnpueMm, 00padOTKy, perucrpawuio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYpY A€

1.4. KoauvectBo 4acoB Ha ocBoeHHe pabodeil mporpammel yueGHOi
AHCHHIIHHBI:

MaxkcumansHolt  y9e0HOH Harpy3ku crygeHTa 54 dwaca, B TOM 4YHCIIe
0043aTe/IbHON ayMTOPHOH y4eOHOM HArpy3KH cTyldeHTa 14 4acoB, caMOCTOSTEIbHOI
paboTsl — 40 yacos.



