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noaTeepHaadeT, 4To

Cob6aKkuHa OnecAa AH3aTONbEeBHA

yCneLwHo ocBon(a) Kypc

AeNnornPon3soacTBo (AOKYMEHTALUMOHHOE OBECINEYHEHUE)

3 33@4eTHbIX eaVHULIbI

OnmncaHme 0CBOEHHOMO Kypca 1 AOCTUMHYTbIX Pe3yNbTaToB 0byyeHna - npKBeaeHo
B MPUNOKEHUM K HACTOALLEMY CEPTUDUKATY.

SNEeKTPOHHAA BEPCUA CepTUPUKATA: NPOPERTO

https://open.spbstu.ru/certificate/02CLEWO-0219-1.pdf 2066&23 53TH’;bHO‘7' ACATENBHOCTA



i
ol

()

|
/////
i

————
-~
7

NaeHTUPUKAUMOHHBIM HoMep: 1461202

CAHKT NETEPBYPICKN NOSIMTEXHNYECKNI YHUBEPCUTET
METPA BEJIMKOIO
http://www.spbstu.ru/

RYPC: AENOMNPOM3BOACTBO (AORYMEHTALNOHHOE OBECIEYEHNE)
https://openedu.ru/course/spbstu/CLEWO/

Mepmoa 0CBOEHMA KypCa:
C 9 ceHTABPA 2019 no 9 AHBapA 2020 .

OuEHKa, KONMYeCcTBO YacoB U RpeanToB 33 KypC:

=\

— N

)
/)
.

i

o
//

—_
— )

=
0

——
—
e

—
S=N)

<
|
v\ |

3a4eTHble Yacbl OueHKa
eanHUubl | Obwme | Axkag. | 100-6annbHaA | 5-6annbHanA [ponuncblo
3 81 108 55 3 yaoBn.

LLIKana cooTBeTCTBMA CUCTEMbI OL|eHVBAHWA:

LLIKana ouyeHmnBaHUA
100-6ansbHanA 5-6annbHaA Mponuncbto
90-100 5 OT/INYHO
75-89 4 XOPpOLLIO
55-74 3 yO0BNEeTBOPUTEIbHO
0-54 2 Hey40BNeTBOPUTEIbHO
NMPOrPAMMA RYPCA:
BBepgeHune

Moagynb 1. [loKyMeHTUpoBaHue

Tema 1. [NoHATNE 0 AOKYMEHTAX, CUCTEeMAaX AOKYMEHTUPOBaHWA, HOCUTENAX
MHbOpMaLMn. [0CyaapCTBEHHOE peryMpoBaHme 4enonpon3BoacTsa
Tema 2. PeKBM3UTbI OPraHn3auOHHO-pacnopAgUTENbHON JOKYMEHTaL MU
Moaynb 1. [JokyMeHTpoBaHue

Tema 3. TpeboBaHMA K 0GOPMIEHNIO PaCcNopAAUNTESIbHbIX U CPaBOYHO-



NHGOPMALMOHHbBIX AOKYMEHTOB

Tema 4. [lenoBble NUCbMa: Knaccnburkauma, opopmieHme, paboTa
TEKCTOM

Tema 5. TpeboBaHMA K 0HOPMAEHUIO KaAPOBbLIX JOKYMEHTOB: TPYA0BbIX
A0roBOPOB, KAAPOBbLIX MPUKA30B, 3aABEHMA N AP.

Moaynb 2. [JoKyMeHToo60pOT

Tema 6. OpraHn3aLmA JOKYMEHTOOHBOPOTa B rOCY4aPCTBEHHbIX U
MYHULMMNANbHbIX CTPYKTYPaXx

Tema 7. MNMopAaok 06paboTKM BXOAALLMX, NCXOAALLMX U BHYTPEHHMX
[OKYMEHTOB

TeMa 8. DNEeKTPOHHbIN JOKYMEHTO060pOT

Tema 9. KoHduaeHumanbHoe Aenonpon3BoacTBo

Moaynb 3. ApxusHoe geno

Tema 10. OCHOBHble MOHATUA apXMBHOMO Aena. 3aKoH 125-O3 oT
27.10.2004 «06 apxmBHOM geney (C n3m. ot 04 okTAbpA 2014 r.). Tunosble
N BEAOMCTBEHHbIE MepeYyHy YrpaBeHYeCcKX JOKYMEHTOB

Tema 11. CoctaBneHme HomeHKNaTypbl gen. ®opmMrpoBaHmMe JOKYMEHTOB B
nena, opopmnenve gena. Onuco gen

Tema 12. [1o4roToBKa K apXMBHOMY XPaHEHUIO. XpaHEHWNE U YHUYTOMEeHMe
NOKYMEHTOB

NToroBana aTttectaymnA

PE3Y/IbTATbI OBYHEHUA:

yMeTb OCyLeCTBNATL cbop, 06paboTKy 1 aHanM3 NHGoOpMaLmn O
$aKTOpax BHELLHEW U BHYTPEHHeN cpefbl OpraHn3aumnm oada npuHATUA
yNpaBneHYeCcKknx peLleHuni;

yMeTb 0POPMNATL B/1aHKN OpraHn3aLnii, 3HaTb BUAbI 6/1aHKOB U
TpeboBaHMA K NX 0GOPMIEHNIO;

yMeTb aHaNM3MPOBaTb PEKBU3UTLI /1A MPABUIbHOMO COCTaB/IEHUA
OOKYMEHTOB, OrnpefenATb CTPYKTYPY TEKCTa M NPUMEHATbL CMocobbl
YHUPUKALUMM ONA COCTaB/1eHUA Pa3/INYHbIX BUAOB JOKYMEHTOB.

3HaTb pa3paboTHy CUCTEMbI BHYTPEHHEro 4OKYMEHTO0b0pOoTa OpraHmn3auuny;
3HaTb OCHOBHbIE NOHATUA N COBPEMEHHbIE NPUHLMMbLI paboTbl C Ae/10BOM
NHPOPMALMEN, 3 TAKHKE MMeTb NpeaCcTaB/ieHne O KOProPaTUBHbIX
NHPOPMALIMOHHbBIX CUCTEMAX N 6a3ax OaHHbIX;

BNa4eTb NPOrpaMMHbIM obecneveHmnem Aada paboTbl C 4e/10BOW
NHPopMaLen N 0CHOBaMU NIHTEpPHET-TEXHOOMMIA;

3HaTb OCHOBbI 4e/10BOro 06LeHVA, MPUHUMMbLI U MeTOAbl OPraHn3aymm
0EeN0BbIX KOMMYHUKaUWK;

3HATb OPraHM3aunio apxmsHoro gena s PO,

HAMNPAB/IEHHbBIE HA ®OPMIPOBAHWE KOMMETEHLINW:

CNOCOHBHOCTb K CAMOOPraHM3aLum 1 caMmoobpa3oBaHUIO;
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B/13EHNe HaBbIKaMU MOUCKA, aHanM3a 1 UCNONb30BaAHNA HOPMATUBHbIX U
NPaBOBbIX OKYMEHTOB B CBOEV NMpOpeCcCcMOHaIbHON OeATEe/TbHOCTY;

«  CNOCOBHOCTbL OCYLLECTBNATL AenoBoe obLleHve: Nyb6nnYHble BbICTYMNIEHUA,
BECTM NeperoBopbl, COBELLaHWA, OCYLLIECTB/IATL Ae/10BYI0 Nepernmncry u
NoAAEpPHMBATb 3NEKTPOHHbBIE KOMMYHUKaLNWK;

 B/1a[eHne HaBblKkaMun paboTbl C MHPOPMALMOHHO-KOMMYHUKALMOHHBIMIA

TEeXHOTI0rnAmMm,

COOTBETCTBYHOLLNX ®roC BO CJ/IEAYIOLLENO HAMPABJIEHWA

NOArOTOBRN:

38.00.00 3KoHOMMKa 1 ynpasneHve

CMCTEMA OLUEHVMBAHNA (100-BAJI1IbHARA)

HanmeHoBaHue - -
N OLICHMBAIOLLErO HabpaHHbIN | MaKCcMManbHbIN HKOBBGULIMEHT
6ann 6ann
MepOornpuATUA
1 [[TpOMerHyTOYHbIN TecT 62 100 0,25
2 |lpaKTnyeckoe 3agaHne 65 100 0,25
3 | DK3aMEeHaUMOHHbIN TecT 45 100 0,50
4 [ToroBadA oLeHKa 55 100 1
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OXeHue K cepTudurKaTty N2
W0-0219-1
Bblaaym: 10.01.2020 .
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