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Kypc npodeccuoHa/IbHOH NMEePenoaroToBKy «[0KyMeHTallHOHHOe o0ecneyeHue
JesiTeJIbHOCTH
OpraHu3aIumu»

YyeOHas mporpamMma Kypca

YBaxaeMrle crnymaTenu! BaeMy BHUMaHUIO IpefCcTaBieH Kypc IpodeccuoHaTbHON
nepenoaroToBku "[lOKyMeHTalMOHHOe 00eCreYeHre NesTeIbHOCTH OPraHu3aluu»
Kypc mocssities GopMUpOBaHUI0 YMEHUH 1 HABHIKOB AESITEIbHOCTH YUUTENS B 00IaCTH
LesiTeNIbHOCTU CeKpeTapuaToB, clyxk0axX JOKyMeHTallMOHHOT0 o0ecliedeHusl, KaPOBHIX
cnyx0ax ¥ apXUBOB [OCyOapPCTBEHHEIX OPTaHOB U yUpPEXAEHUN, B OpraHax MeCTHOTO
CaMOYTIPaBIIeHUs], HETOCYIapCTBEHHBIX OPraHU3aIMsIX BCeX GOPM COOCTBEHHOCTH,
00IIeCTBEHHBIX OpraHu3anusix. B mporecce 0CBOeHUS Kypca ClyllaTed II03HaKOMATCS
C OCHOBaMM JOKYMEHTAI[MOHHOT'0 00ecniedeHus YIIPaBlIeHUs, IPABOBOT0
perynvpoBaHus yIIpaBieHUeCKOU NeATeNbHOCTH, OpTaHu3aliil CEKPETApCKOTro
00CTTyXKUBaHUs, METOOUKON apXUBOBENEHUS, 00eCIIeUeHUsT COXPAHHOCTH TOKYMEHTOB U
T.I. [IporpaMma npodeccroHanbHON IepenoaroToBKu padpaboTana Ha ocHOBe: - DT'OC
CIIO mo cnermanbHocTH 46.02.01 " [JoKyMeHTaHOHHOE 00ecIeYyeHre YIIPaBIeHus U
apxuBoBefieHue" - [IpodeccuonanbHOro cTangapra "CreluanucT 1o
OpraHU3alOHHOMY U NOKYMEHTalOHHOMY 00ecliedeHHI0 yIpaBleHus
OpraHK3aImen”, yTB. IpUKa30M MUHUCTEPCTBA TPYAa U COIMANbHON 3amuTH PO ot 15
nioHsg 2020 roga N 333H.

O nmporpamme

CokonoBa TatbssHa HuKonaeBHa, HaYalbHUK OTHEA afMUHHACTPUPOBaHuS ['0JT0TBHHA
ABTOpBI Kypca OxcaHa BukTOpOBHAa, BEeOyLIUH CIIEIUANIUCT OTHAEIa OPraHU3allMOHHON KaipOBOI
paboter ®T'VII HTII «Opuon»

CdhopmupoBaTh y 06ydaromuxcsi 1podeccruoHaNlbHbE KOMIETEHINH, HEO0OXOTUMEIX IJIsT
BHITIOJIHEHUST HOBOT'O BUfa IPodeCcCHoHaNbHON esTeNnbHOCTH «Opranu3alioHHoe 1
Hens IDOKYMEHTAIlMOHHOe 00eclieueHre YIIPaBIeHUsI OPraHu3alusIMy TI00bIX
OpraHu3al0HHO-IPaBOBHIX (HOpM» C BHIIOJIHEHNEM 0000I1eHHON TPpynoBoi QyHKIUN:
«JJokyMeHTalnOHHOE 00ecrieyeHue [eITeIbHOCTU OpraHU3aIuu».

bubnuorekapu, 6ubnuorpadsl, JOKyMEHTOBEIH U CIIEI[HATUCTEl POJCTBEHHEIX
npodeccuil, cayxallue, 3aHsIThie TPHeMOM U HHHOPMUPOBAHUEM ITOCETUTETIEH,

Kateropus p
o aIMUHUCTPaTUBHO-yIIPaBIeHYECKUN NIePCOHAl, CEKPeTapy, apXUBUCTH. YPOBEHD
clyuaiaTejieHn 06 .
pasoBaHus: mpodunbHoe u\unu HempouibHOe cpegHee MPodeCcCroHaATbHOE HITH
BhICIIEE 06pa30BaHUe
Hamnpasienue AIMUHUCTPATUBHO-YIIPABIeHYECKAs ¥ 0QUCHAS HesTETHHOCTE.

3aouHasi. B mporecce 00y4eHUsI TPUMEHSIOTCS UCKITIOYNTEIBHO JUCTAHIIMOHHEIE

Popma o6yIenus o0pa30BaTeNbHbIE TEXHOJIOTHH U 9JIEKTPOHHOE 00y4YeHHeE.

[TpoMexyTOoUYHas aTTecTaIus B popMe 3a4eTOB U MIPAKTUYECKUX pabdoT; o6s3aTenbHas

OueHKa KaqecTsa HUTOroBas arTecTanus.

CraxxkupoBKa He npemycMoTpeHa.

WiToroBasi aTTeCTAIUs BKIIIOYAET TEOPETHUECKYI0 U MIPAKTUYECKYI0 COCTABIISIONIHE:
HTOTOBHIM 9K3aMeH 110 TEOPETHYECKON YacTh 00yUEHHUS U IPENOoCTaBIeHHE

HToroBas MaTepHUasoB MO MPAaKTUYECKOU YacTu o0ydeHusi. UTorosas aTTecTalus
aTTecranus OCYIIECTBIISIETCS B MUCTAHIMOHHOM peXUMe. ITO 03HAYAET, YTO CIIYIIATENTIO OymeT
IIpemIoxkeH OUIeT, Ha KOTOPHIN He00X0muMo GyIeT OTBETUTD 3a OIPeNeIeHHbIN
IPOMEXKYTOK BPEMEHH.

IIpucBanBaemas
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BeigaBaeMbIn ITo oKOHYaHUY 00y4YeHUs CNYIIATeNIsIM BRIAETCS OUIITIOM O MPOGeCcCHOHaNbHOM
HOKYMEHT TEePEeoATOTOBKE YCTaHOBIEHHOTO 00pa3Iia.




