J'[ NONTEX UTHprTOe
o epon obpasoBaHue

CEPTNOUNKAT

N 02CLEWO-0220-5
AaTa Bblaayn: 28.12.2020 .

noaTeBepHaqadeT, 4To

Baxutosa 3anma MnbllaToBHA

yCneLwHo ocBon(a) Kypc

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

3 33@4eTHbIX eAVHULIbI

OnMcaHne 0CBOEHHOIro Kypca 1 AOCTUMHYTbIX pe3y/bTaToB 0byueHs npBeaeHo
B NMPUIOKEHUN K HACToALLIEMY cepTUdUKaTY.

SNEKTPOHHAA BEPCUA CepTUPUKATa:
https://open.spbstu.ru/certificate/02CLEWO-0220-5.pdf
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NaeHTNOUKaLUMOHHbBIN HOMep: 2769872
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CAHKT-METEPBYPICK NOMNTEXHNYECKNIA YHUBEPCUTET
METPA BEJIMKOIO
http://www.spbstu.ru/
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RYPC: AENOMPOM3BOACTBO (AORYMEHTALINOHHOE OBECIEYEHWE)
https://openedu.ru/course/spbstu/CLEWO/

Meproa 0CBOEHNA Kypca:
C 07 ceHTAbpAa 2020 r. no 27 gexkabpa 2020 r.

OUEHKa, KONMYeCTBO YaCcoB 1 3384ETHbIX eaNHULL:

3a4eTHble Yacol OueHKa
eanHuubl | Obwme | Axkag. | 100-6annbHaAa | 5-6annbHanA Mponncbio
3 81 108 /2 3 yA-HO

LLIKana cooTBeTCTBMA CUCTEMbI OL|eHVBAHWA:

LLIKana ouyeHmnBaHUA
100-6annbHanA 5-6annbHaA [Mponucbto
90-100 5 OT/INYHO
75-89 4 XOPpOLLO
55-74 3 yO0BNEeTBOPUTENIbHO
0-54 2 Heyao0BNeTBOPUTE/IbHO
NMPOrPAMMA RYPCA:
BBegeHue

Moagynb 1. [loKyMeHTUpoBaHue
« Tema 1. [loHATME 0 OOKYMEHTAX, CUCTEMAX OOKYMEHTUPOBAHUA, HOCUTENAX
MHbOpMaLMK. [0CyaapCTBEHHOE peryMpoBaHme 4enonpon3BoacTsa

Tema 2. PeKBM3UTbI OPraHn3auOHHO-pPacnopAgUTeNbHON JOKYMEHTaUMN
Moaynb 1. [JokyMeHTpoBaHue

Tema 3. TpeboBaHMA K 0GOPMIEHNIO PAaCNOPAANTESIbHbBIX U CNPaBOYHO-



NHGOPMALMOHHbBIX AOKYMEHTOB

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

Tema 5. TpeboBaHMA K 0HOPMAEHUIO KaAPOBbLIX JOKYMEHTOB: TPYAO0BbIX
A0roBOPOB, KAAPOBbIX MPUKA30B, 3aABEHM N AP.

Moaynb 2. [JoKyMeHToo60pOT

Tema 6. OpraHn3aLmA JOKYMEHTOOHBOPOTa B rOCY4aPCTBEHHbIX U
MYHULMNANbHbIX CTPYKTYPaXx

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

TeMa 8. DNEeKTPOHHbIN JOKYMEHTO060pOT

Tema 9. KoHduaeHumanbHoe 4enonpon3BoacTBo

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 YyrnpaBeHYeCKX JOKYMEHTOB

Tema 11. CoctaBneHme HomeHKNaTypbl gen. ®opmMrpoBaHMe JOKYMEHTOB B
nena, opopmenve gena. Onuco gen

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

NTorosana aTttectaymnA

PE3Y/IbTATbI OBYHEHUA:

yMeTb OCyLLeCcTBNATL cbop, 06paboTKy 1 aHaNM3 NHGOpMaLMn O
$aKTOpax BHELLHEN U BHYTPEHHeN Cpefbl OpraHn3aumn oada NpuHATUA
yNpaBneHYeCcKknx peLueHuni;

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

yMeTb aHaNM3npOBaTb PEKBU3UTLI /1A MPABUIbHOMO COCTaB/IEHUA
OOKYMEHTOB, ornpefenATb CTPYKTYPY TEKCTa M NPUMEHATbL CMoCcobbl
YHUPUKAUMM ONA COCTaB/1eHUA Pa3/INYHbIX BUAOB JOKYMEHTOB.

3HaTb pa3paboTKy CUCTEMbI BHYTPEHHEro JOKYMEHTO0b0pOTa OpraHmn3auuny;
3HaTb OCHOBHbIE NOHATUA N COBPEMEHHbIE NPUHLMMbI paboTbl C Ae/10BOM
NHPOPMALMEN, 3 TaKHKE MMeTb NpeacTaB/ieHne 0 KOPNoPaTUBHbIX
NHPOPMALIMOHHbBIX CUCTEMAX N 6a3ax OaHHbIX;

BNa4eTb NPOrpaMMHbIM obecneveHmnem a4 paboTbl C 4e/10BOWV
NHopMaLmen n oCHoBaMU NHTEpPHET-TEXHOOMMIA;

3HaTb OCHOBbI 4e/10BOro 06LeHVA, MPUHLMMbBI U MeTOAbl OPraHn3aumm
AEeN0BbIX KOMMYHUKaUWK;

3HaTb OpPraHM3aumnio apxmBHoro aena B PO,

HAMPAB/IEHHbBIE HA ®OPMIPOBAHME KOMMETEHLINN:

CNOCOHBHOCTb K CAMOOPraHM3aLum 1 caMmoobpa3oBaHUIO;



« B/13EHNEe HaBbIKaMV MOUCKa, aHanM3a 1 UCNONb30BaHNA HOPMATUBHbIX U
NPaBOBbIX OKYMEHTOB B CBOEV NMpOpeCcCMOHaIbHON OeATEe/TbHOCTY;

«  CNOCOBHOCTbL OCYLLEeCTBNATL AenoBoe obLleHve: Nyb6nnyHble BbICTYMNIEHUA,
BECTW NeperoBopbl, COBELLaHWA, OCYLLIeCTB/IATL Ae/10BYI0 Nepernmncry u
NoAAEpPHMBaTb 3NEKTPOHHbBIE KOMMYHUKaLNWK;

« BMafeHune HaBblKaMu PaboTbl C MHGOPMALIMOHHO-KOMMYHMKALIMOHHbBIMMN
TEXHONOrMAMK,

COOTBETCTBYHOLLNX ®roC BO CJ/IEAYIOLLENO HAMPABJIEHWA
NnoaroToBRA:

38.00.00 3KoHOMMKa 1 ynpasneHue

CMCTEMA OLEHVMBAHNA (100-BAJIJ1IbHARA)

HanmeHoBaHue - -
N OLICHMBAIOLLErO HabpaHHbIN | MaKCcMManbHbIN HOBBOULIMEHT
6ann 6ann
MeponpuATUA
1 [[TpOMeryToYHbIN TecT 74 100 0,25
2 |lpaKTnyeckoe 3agaHne 81 100 0,25
3 | DK3aMEHAUVOHHbIN TecT 66 100 0,50
4 [NToroBadA OLEeHKa 72 100 1
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OXeHue K cepTudurKaTty N2 :
W0-0220-5 no obpe30B4
Bblaoayn: 28.12.2020 r. E.M
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