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noarsepHaaeT, 4To

CeH4YeHKO Javapa HuKonaesunuy

yCneLwHo ocBon(a) Kypc

AenornpPom3soacTBo (AOKYMEHTAUMOHHOE OEECI'IE‘-IEHI/IE)

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-0218-006.pdf
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CAHKT METEPBYPICKMIA MONUTEXHNYECKN YHUBEPCUTET
MNETPA BEJIMKOIO

http://www.spbstu.ru/
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RYPC: AENOMPOM3BOACTBO (AORYMEHTALINOHHOE OBECIEHEHKE)
https://openedu.ru/course/spbstu/CLEWO/

Mepmoa 0CBOEHMA KypCa:
c 03 ceHTAbpA 2018 r. no 26 AHBapA 2019 r.

OuEHKa, KONMYeCcTBO YacoB U RpeanToB 33 KypC:

3a4eTHble Yacbl OueHKa
eanHUubl | Obwme | Axkag. | 100-6annbHaA | 5-6annbHanA Mponncbio
3 81 108 79 4 XOpOLLIO

LLIKana cooTBeTCTBMA CUCTEMbI OL|eHVBAHWA:

LLIKana ouyeHmnBaHUA
100-6ansbHanA 5-6annbHaA Mponuncbto
90-100 5 OT/INYHO
75-89 4 XOPpOLLIO
60-74 3 yO0BNEeTBOPUTEIbHO
0-59 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

Tema 3. TpeboBaHMA K 0HOPMIEHNIO PAaCNOPAANTESIbHbBIX U CNPaBOYHO-
MHOOPMALMOHHBIX AOKYMEHTOB



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

O Moaynb 2. [JoKyMeHTo060pOT
Tema 6. OpraHu3auna AOKYMeHTo0b0opoTa B roCyAapCTBEHHbIX U
MYHULMNANbHbIX CTPYKTYPax
Tema 7. NopAagoKk 06paboTKm BXOAALLMX, NCXOOALLNX U BHYTPEHHMUX
NOKYMEHTOB
TemMa 8. INeKTPOHHbIN AOKYMEHTO0H0POT
Tema 9. KoHpuaeHumanbHoe Aenonpon3BoacTeo

O Moaynb 3. ApxuBHoe geno
Tema 10. OCHOBHble MOHATUA apXMBHOMO Aena. 3aKoH 125-O3 oT
27.10.2004 «06 apxnBHOM geney (C U3M. oT 04 oKTABpA 2014 r.). Tunosble
BEeOMCTBEHHbIE NepeYyHn yrNpaB/ieHYeCKNX OOKYMEHTOB
Tema 11. CoctaBneHme HomeHKNaTypbl gen. ®opmMrpoBaHmMe JOKYMEHTOB B
nena, opopmnenve gena. Onuco gen
Tema 12. [Mo4roToBKa K apXMBHOMY XPaHEHUIO. XpaHEHWE U YHUYTOMEeHMe
NOKYMEHTOB

O Ntorosasa atrectayunA

PE3YJIBTATbl OBYHEHWNA:

O yMeTb ocywlecTBnATb cbop, 06paboTHy 1 aHaNM3 MHGOPMaLMM O GaKTOPax
BHELLUHEN N BHYTPEHHEeW cpefbl OpraHmn3auum anAa NpuHATUA yNpaBieHYeCcKmx
peLLeHni;

Q YMeTb 0pOpMNATL 6N3HKM OPraHV3aunii, 3HaTb BUAbI 61aHKOB 1 TpeboBaHNA
K UX OPOPMMIEHUIO;

QO YMEeTb aHaNM3npoBaTb PEKBU3NTLI ANA NPaBWU/IbHOro COCTaB/iIeHNA
OOKYMEHTOB, onpefenAaTtb CTPYRTYPY TEKCTA N MPUMEHATDL Cnocobbl
yHl/ICI)I/IHaLI,I/lI/l 014 COCTaB/1eHUA Pa3/IN4HbIX BUAOB AOKYMEHTOB;,

() 3HaTb Pa3paboTKy CUCTEMbI BHYTPEHHErO AOKYMEHTO0H60pOTa OpraHn3aLnm;

(U 3HaTb OCHOBHblE NOHATNA N COBPEMEHHbIE NPUHLMMbI paboTbl C Ae/10BOM
MHbOpPMaLMEN, a TaKHKe MMeTb NpeacTaBAeHne 0 KOPropaTUBHbIX
NHPOPMALIMOHHbIX CUCTEMAX 1 6a3ax AaHHbIX;

() B/134eTb NpOrpaMMHbIM obecnedeHveM a4 paboTbl C 4enoBon nHGopmaumen
N OCHOBaMU VIHTEPHET-TEXHOOMMIA;

) 3HATb OCHOBbI A4e/10BOro obLeHunA, npHUKMnbl 1 MeToAbl OPraHn3aunn
0e/10BbIX HOMMyHl/IHaLI.l/IVI;

O 3HaTb OpraHm3aunio apxmeHoro gena B PO,

HAMPAB/IEHHbBIE HA ®OPMWPOBAHWE KOMMETEHLWIA:
() CMOCOBHOCTb K CaMOOPraHmM3aumm n camoobpasoBaHuio;



O BageHve HaBblkaMK MOWCKa, aHANN3a 1 UCNONb30BaHNA HOPMATUBHbIX W
NPaBOBbIX OKYMEHTOB B CBOE NPodeCcCnOHaNbHOM AeATeNbHOCTHY;

O CNOCOBHOCTBLIO OCYLLIECTBIATL AenoBoe obuleHne: nybanyHble BbICTYMIEeHUA,

BeCTW rneperoBopbl, COBeLLdHNA, OCYLLIeCTBNATb AEeN0BYIO NEPENnNCRY 1
nogaepnBaTb 3/IEKTPOHHbIE KOMMYHUKALU NI,

QO BJ/1ageHne HaBblKaMU pa6OTbI C VIHCI)ODMaLI,I/IOHHO-HOMMyHI/IHaLlI/IOHHbIMl/I
TEXHOTOMrMAMMK;

O YMeHMe NPUMEHATb LLMPOKUIA CNEKTP CNOCcob0B 1 cpeacTB MHPOPMALIMOHHOM

B3aUMOAENCTBUA 414 NOyYeHUA, XpaHeHNA, 06paboTKM 1 NpeacTaBIeHNA
NHbOpMaLUK,

COOTBETCTBYHOLLMX ®rOC BO C/IEAYHOLLMX HAMPABNEHWIA NOAMOTOBKM:
38.00.00 JKOHOMUMKAE 1 ynpasrieHne

CMCTEMA OLEHVMBAHWA (100 BAJT/IbHARA)

HanmeHoBaHue - -
N OLIEHMBAOLLEr0 HabpaHHbIn | MaKCMMasbHbIN HOSBGULIMEHT
6ann 6ann
MeponpuATUA
1 [[TpoMeryToYHbIN TecT 95 100 0,25
2 |lpaKTnyeckoe 3agaHne 100 100 0,25
3 | DK3aMEeHaUMOHHbIN TecT 60 100 0,50
IToroBana oLeHKa 79 100 1
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OXeHue K cepTudurKaTty N2 .
W0-0218-006 no obpe30B4
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