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CEPTNOUNKAT

N 02CLEWO-0118-007
AAaTa Bblgayn: 25.06.2018 r.

noarsepHaaeT, 4To

UnbuHa HaTtanbAa IMUTpUEBHa

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-0118-007.pdf
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HatanbAa [IMUTPUEBHA
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NaeHTndrKaumMoHHbIN HoMep: 526451
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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/

Mepmoa 0CBOEHMA KypCa:
c 5 ¢peBpana no 23 noHA 2018 r.

OuEHKa, KONMYeCcTBO YacoB U RpeanToB 33 KypC:

3a4eTHble Yacbl OueHKa
eanHUubl | Obwme | Axkag. | 100-6annbHaA | 5-6annbHanA Mponncbio
3 81 108 80 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

Moagynb 1. [loKyMeHTUpoBaHue

Tema 1. [NoHATME 0 LOKYMEHTaX, CUCTEMAX LOKYMEHTUPOBAHWUA, HOCUTENAX
MHbOopMaLMn. [0CyaapCTBEHHOE peryiMpoBaHme 4enonpon3BoacTsa
Tema 2. PeKBM3UTbI OPraHn3aLOHHO-pacnopAgUTENbHON JOKYMEHTaLMN

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



Tema 4. [lenosble NUCbMa: KnaccudunKkauma, odopmieHme, paboTta C TEKCTOM

Tema 5. TpeboBaHVA K 0GOPMIEHNIO K3APOBbIX AOKYMEHTOB: TPYAO0BbIX
[0roBOPOB, K3APOBbIX MPUKA30B, 33ABMIEHUNIA U AP.

Moaynb 2. [lokymeHTOO060pOT

Tema 6. OpraHu3aunAa AoOKYyMeHTo0b0poTa B rOCyAapCTBEHHbIX U
MYHULMNANbHbIX CTPYKTYPaXx

Tema 7. NopAagoKk 06paboTKM BXOAALLMX, NCXOL4ALLNX U BHYTPEHHUX
AOKYMEHTOB

TemMa 8. NeKTPOHHbIN OKYMEHTO060pOoT

Tema 9. KoHpumaeHumanbHoe Aenonpon3BoacTeo

Moaynb 3. ApxusHoe geno

Tema 10. OCHOBHble MOHATUA apXMBHOMO Aena. 3akoH 125-O3 oT
27.10.2004 «06 apxnBHOM geney (C n3M. oT 04 oKTAbBpA 2014 r.). Tunosble
BEeOMCTBEHHbIE NepeYyHn yrNpaBfieHYeCKNX OKYMEHTOB

Tema 11. CoctaBneHne HoMeHKNaTypbl Aen. PopMMpOBaHME JOKYMEHTOB B
nena, opopmneHune gena. Onucb aen

Tema 12. [NoaroToBKa K apXmMBHOMY XpaHEHUID. XpaHEeHUe 1 YHUYTOMeHne
[OKYMEHTOB

NTorosana atrectauua

PE3YJIBTATbl OBYHEHWNA:

« YMEeTb OCYLLEeCTBNATL cbop, 06paboTKy U aHaM3 MHGOPMaLMN O
$aKTOpax BHELWHEeV U BHYTPEHHeN Cpefbl OpraHn3aummn oada NpuHATUA
YNPaB/IeHYeCKNX peLleHnii;

« yMeTb 0POpPM/IATb B/1aHKM OpraHn3auumn, 3HaTb BUObl 651aHKOB U
TpeboBaHMA K NX OPOPMIIEHUIO;

* YMETb aHaA/TN3NpOBATb PERKBU3NTLI O/1A7 NMPaBM/IbHOMo0 COCTaB/IEHNA
OOKYMEHTOB, onpefenAaTtb CTPYRTYPY TEKCTA N MPUMEHATD Crnocobbl
yHl/ICI)I/IHaLU/lI/l 014 COCTaB/1eHUA Pa3/IM4HbIX BUAOB AOKYMEHTOB.

« 3HaTb Pa3pabOoTKy CUCTEMbl BHYTPEHHEro JOKYMEeHTO0bopoTa
opraHmsauunu;

« 3HaTb OCHOBHbIE MOHATUA N COBPEMEHHbIE MPUHLINMbI paboTbl C 4EeN10BOW
nHdopMaLnen, a TakKe MMEeTb NpeaCcTaBNeHne 0 KOPNOPaTUBHbIX
MHGOPMALIMOHHBIX CUCTEMAX W 63a3ax AAHHbIX;

«  BNafgeTb NporpamMMHbIM obecnedyeHnem ana paboTbl C A4e10BoM
NHPOPMaLIMEN U OCHOBAMU VIHTEPHET-TEXHOMOMNIA;

« 3HaTb OCHOBbI 1€10BOr0 06LLEHNA, npmHUKMnbl 1 MeToAbl OPraHn3aunmn
0e0BbIX HOMMyHl/IHaLll/IVI;

* 3HATb OPraHM3aunto apxXxmBHOro gesia B PO.



HAMPAB/IEHHbBIE HA ®OPMPOBAHME KOMMETEHLWN:

¢ CMNOCOBHOCTb K CAMOOPraHM3aLumn 1 CaMmoobpa3oBaHUIO;
« BN3afeHne HaBbIKaMW MOMUCKAE, aHANM33 U UCMO/Ib30BAHUA HOPMATMBHbIX U
NPaBOBbIX AOKYMEHTOB B CBOEW NPOPeCcCNOHaNIbHON OeATebHOCTY;

« CMOCOHBHOCTbLIO OCYLLEeCTBNATL Aes10Boe obLieHme: nybinyHble

BbICTYMN/IEHMA, BECTM NEperoBopbl, COBELLaHNA, OCYLLIECTBAATL AE/10BYIO
nepenncry 1 NoaaepHMBaTb INEKTPOHHbIE KOMMYHUKALINN;

 BfageHue HaBblkaMn paboTbl C MHGOPMALIMOHHO-KOMMYHUKALMOHHBLIMM
TEXHONOrNAMU; YMEHNEe NPUMEHATb LUMPOKNMA CNEKTP CNocoboB 1 cpeacTs

NHPOPMALMOHHOMo B3aMMOAENCTBUA /1A NONYYeHUA, XpaHeHMA, 06paboTKK
1 NpeacTaBneHna nHopmMaLmn.

COOTBETCTBYHOLLMX ®rOC BO C/IEAYIOLLIMX HANPABNEHWIA NOAMOTOBKM:
38.00.00 3KOHOMUKa 1 ynpasneHue

CMICTEMA OLEHVBAHWA (100 BAJI/IbHARA)

HanmeHoBaHue - -
N© OLIEHMBAIOLLErD HabpaHHbIN | MaKCMasbHbIN HKOSBOULIMEHT
6ann 6ann
MeponpuATUA
1 | MpOMerHyTOYHbIN TecT 96 100 0,25
[paKTnyecKoe 3aaaHve 95 100 0,25
3 | OK3aMEeHaLMOHHbIN TecT 65 100 0,50
IToroBaA oueHKa 80 100 1
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OXeHue K cepTudurKaTty N2
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