J'[ NONTEX UTHprTOe
o epon obpasoBaHue

CEPTNOUNKAT

N 02CLEWO-0119-6
AaTa Bblgayn: 01.07.2019 .

noarsepHaaeT, 4To

Mynnaapos Hamunb UnblatToBuY

yCneLwHo ocBon(a) Kypc

3 33@4eTHbIX eAVHULIbI

OnNncaHne 0CBOEHHOO KypCa 1 AOCTUMHYTbIX Pe3ybTaToB 0byYeHs npYBeaeHo
B NMPUIOHEHUN K HACTOALLIEMY CEPTUPUKATY.

SNEeKTPOHHAA BEPCUA CepTUPUKATA:
http://open.spbstu.ru/certificate/02CLEWO-0119-6.pdf
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NaeHTndUKaUMOHHbIN HoMep: 376290
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CAHKT NETEPBYPICKN NONIMTEXHNYECKNI YHUBEPCUTET
METPA BEJIMKOIO
http://www.spbstu.ru/
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RYPC: AENOMPOM3BOACTBO (AORYMEHTALINOHHOE OBECIEHEHKE)
https://openedu.ru/course/spbstu/CLEWO/

[Neprof 0CBOEHMA Kypca:
c 11 ¢peBpana no 29 moHA 2019 r.

OuEHKa, KONMYeCcTBO YacoB U RpeanToB 33 KypC:

3a4eTHble Yacbl OueHKa
eanHUubl | Obwme | Axkag. | 100-6annbHaA | 5-6annbHanA Mponncbio
3 81 108 82 4 XOpOLLIO

LLIKana cooTBeTCTBMA CUCTEMbI OL|eHVBAHWA:

LLIKana ouyeHmnBaHUA
100-6ansbHanA 5-6annbHaA Mponuncbto
90-100 5 OT/INYHO
75-89 4 XOPpOLLIO
56-74 3 yO0BNEeTBOPUTEIbHO
0-55 2 Heya0BNeTBOPUTEIbHO
NMPOrPAMMA RYPCA:
BeepgeHue

O Moagynb 1. loKyMeHTUpoBaHue
Tema 1. lMoHATME O AOKYMEHTaX, CUCTEMAX [OKYMEHTUPOBAaHUA, HOCUTENAX
MHbOopMaLMn. [0CyaapCTBEHHOE peryiMpoBaHme 4enonpon3BoacTsa

Tema 2. PeKBM3UTbI OPraHn3aLOHHO-pacnopAgUTENbHON JOKYMEHTaLMN
Moaynb 1. [JokyMeHTpoBaHue

Tema 3. TpeboBaHMA K 0HOPMIEHNIO PAaCNOPAANTESIbHbBIX U CNPaBOYHO-



NHPOPMALMOHHbBIX [OKYMEHTOB
Tema 4. [lenoBble NMCbMa: Knaccndbukauma, opopmieHme, paboTta C TEKCTOM
Tema 5. TpeboBaHUA K 0OOPMIEHNIO KaAPOBbIX AOKYMEHTOB: TPYAO0BbIX
N0roBOPOB, K3APOBbLIX MPUKA30B, 3aABMIEHUN N Op.

O Moaynb 2. [JoKyMeHTo060pOoT
Tema 6. OpraHu3auna AOKYMeHTo0b0opoTa B roCyAapCTBEHHbIX U
MYHULMNANbHbIX CTPYKTYPax
Tema 7. NopAagok 06paboTKmM BXOAALLMX, NCXOAALLNX U BHYTPEHHMX
NOKYMEHTOB
TemMa 8. INeKTPOHHbIN AOKYMEHTOOH0POT
Tema 9. KoHpuaeHumanbHoe Aenonpon3BoacTeo

O Moaynb 3. ApxusHoe neno
Tema 10. OCHOBHble MOHATUA apXMBHOMO Aena. 3aKoH 125-O3 oT
27.10.2004 «06 apxvBHOM geney (C n3M. oT 04 oKkTAbpA 2014 r.). Tunosble
BEeOMCTBEHHbIE NepeYyHn yrNpaB/ieHYeCKNX OOKYMEHTOB
Tema 11. CoctaBneHme HomeHKNatTypbl gen. ®opmMrpoBaHMe JOKYMEHTOB B
nena, opopmnenve gena. Onuco gen
Tema 12. [1o4roToBKa K apXMBHOMY XPaHEHUIO. XpaHEHWE U YHUYTOMEeHMe
NOKYMEHTOB

O Ntorosan atTectauunn

PE3Y/IbTATbI OBYHEHUA:

O yMeTb ocyLecTBNATL C6op, 06paboTRY 1 aHaM3 MHGOPMALMM O PAKTOPAXx
BHELUHEeN N BHYTPEeHHeW cpefibl OpraHmn3auum AnA NpUHATUA YNpaB/ieHYeCKmx
peLueHni;

O yMeTb 0popMIATb B/1IaHKN OpraHn3aLnii, 3HaTb BUAbI 6/1aHKOB 1 TpeboBaHmA
K X OPOPMIEHUIO;

O yMeTb aHanM3npoBaTb PEKBU3NTLI A41A NPABUIbHOMO COCTaB/IEHUA
OOKYMEHTOB, OrnpefenATb CTPYKTYPY TEKCTa M NPUMEHATbL CrMocobbl
YHUPUKAUMM ONA COCTaB/1eHUA Pa3/INYHbIX BUAOB JOKYMEHTOB.

O 3HaTb pa3paboTRy CUCTEMbI BHYTPEHHEro 4OKYMEHTO0b0pOTa OpraHn3aumn;

O 3HaTb OCHOBHblE NOHATVA 1N COBPEMEHHbIe NPUHLMMbLI paboTbl C Ae/10BO
NHPOPMALMEN, 3 TAKHKE MMeTb NpeaCcTaB/ieHne O KOProPaTUBHbIX
NHPOPMALIMOHHbBIX CUCTEMAX N 6a3ax OaHHbIX;

O BNnageTb NporpamMMHbIM obecneveHmem a4 paboTbl C 4en0BoV MHPOopMaLmen
N OCHOBaMU VIHTEpHeT-TeXHONOM;

O 3HaTb OCHOBbI 4€M10BOro 0bLLEeHNA, MPUHLUMBI U METOAbl OPraHn3aunm
0EeN0BbIX KOMMYHUKaUWK;

Q 3HaTb OpraHm3aunio apxmeHoro gena B PO,

HAMNPAB/IEHHbBIE HA ®OPMIPOBAHWE KOMMETEHLINW:

O CcnocobHOCTb K CAMOOPraHn3aLUum n caMmoobpa3oBaHMIO;
O BageHue HaBblkaMM NOWCKA, aHaIN3a U UCMOMb30BaHNA HOPMATUBHbIX U



NPaBOBbIX OKYMEHTOB B CBOEV NMpOpeCcCcMOHaIbHON AeATEe/TbHOCTY;

) CMOCOBHOCTb OCYLLEeCTB/IATL Aes10Boe obLieHue: NybanyHble BbICTYNIEHWA,
BECTM NeperoBopbl, COBELLaHWA, OCYLLIeCTB/IATL Ae/10BYI0 Nepernmcry u
NoAAEPHMBATb 3NEKTPOHHbBIE KOMMYHUKaLNNK;

() BnageHue Hasblikamn paboTbl C MHPOPMALIMOHHO-KOMMYHUKALIMOHHbBIMU
TEXHONOMMMAMU;

U yMeHVe NPUMEHATb LUMPOKNIA CNEKTP cNocoboB 1 CpeacTB MHPOPMALMOHHOM

B3aMMOAENCTBUA 4714 NOSy4eHUA, XpaHeHnA, 06paboTKM 1 NpeacTaBieHnA
NHopMaLnK,

COOTBETCTBYHOLLNX ®roC BO CJ/IEAYIOLLIENO HAMPABJIEHWA
NOArOTOBRN:

38.00.00 3KoHOMMKa 1 ynpasneHve

CMCTEMA OLEHVMBAHNA (100-BAJIJ1IbHAA)

HanmeHoBaHue - -
N OLIeHMBAIOLLErO HabpaHHbIN | MaKCcMManbHbIN HKOBBOULIMEHT
6ann 6ann
MeponpuATUA
1 [[TpOMerHyToYHbIN TecT 98 100 0,25
2 |lpaKkTnyeckoe 3agaHne 94 100 0,25
3 | DK3aMEHaUMOHHbIN TecT 68 100 0,50
IToroBana oLeHKa 82 100 1
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OXeHue K cepTudurKaTty N2 .
WO0-0119-6 no obpe30B4
Bblaadn: 01.07.2019 . E.M
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