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VYuebHas nporpamma Kypca

O nporpamme:
) 1enonpou3BOACTBO SBISETCS OTACIBbHOM cdepoil NesTenbHOCTH, OCHOBHOH 3aaueit
KOTOPOW SIBIIETCS JOKYMEHTAIIMOHHOE 00eCTIeYeHIE YIIPABICHUS OPTaHU3AIHCH.
OHo BKITIOYAET B ceOs HE TOJIBKO COCTaBJICHHE OPUITMAIBHBIX JOKYMEHTOB, HO i OpPTaHU3aIHI0
JOKYMEHTO000pOTa, apXUBHOE XPAHEHHUE U €IIE IeIbIN Psifl crien(UIECKUX ISl TaHHOM
JeSTeNIbHOCTH TporieccoB. Kpome Toro, mpodeccuoHaIbHBIMU 3HAHUSAMU U YMEHUSMHU 3TOTO
CIICLIMAIMCTAa BO MHOTOM ONPEAENSAETCAS BHYTPEHHSS KybTypa opranuzauuu. [loatomy
HEYJIMBUTEIHHO, YTO CETOHS TaK BOCTPEOOBAHBI KypChI CEKpeTapsi U JeJIONPONU3BOICTBA.
[Tporpamma npodeccuoHaIbHON MEPENOATOTOBKY pa3paboTaHa Ha OCHOBE
[IpodeccunonanpHoro cranmapra «CrenuaaucT Mo OPraHu3alMOHHOMY U JOKYMEHTAITMOHHOMY
00ecrnevyeHnIo yIpaBlIeHUsl OpraHu3aluein». YTB. mprukazoM MuHHUCTEpCTBa Tpyia U
coranbHOl 3amuTEl PO ot 6 Mmag 2015 r. Ne 276H.
- popMHUpOBaHNE TEOPETUUECKUX U MPAKTUUECKUX OCHOB, MO3BOJISIOIINX PEIIaTh BOMPOCHI,
CBSI3aHHBIE C PETyJMPOBAHUEM TPY/IOBBIX OTHOIICHUN U oOecTieueHreM d(PHEKTUBHON CUCTEMBI
YIIPaBJICHUS TIEPCOHATIOM B PA3JIMUYHBIX OpPraHU3aIMIX;
- pa3BUTHE 3HAHUA 3aKOHOB M MHBIX HOPMATHUBHBIX MIPABOBBIX aKTOB, PETJIAMEHTUPYIOIINUX
00pa3oBaTeNbHYI0 A€ATEeIbHOCTD, OJ0KEHUIN U MHCTPYKIIMIA MO BEIEHUIO JeIONPON3BOCTBA;
- O3HaKOMJICHHE C TEXHOJIOTHSIMH CO3JaHusl, 00pabOTKH, TIepelaynl U XpaHEHUs TOKYMEHTOB;
MpaBWJIaMU JEIOBOM MEPEMUCKH; TOCYJapCTBEHHBIMH CTaHAApTaMU YHU(DUIIMPOBAHHOMN
CHUCTEMBI OPraHU3alMOHHO-PACIIOPAAUTEIBHON TOKYMEHTALUN; IIPABUIIAMH CO3JAHHUs 1EJIOBBIX
MUCEM C MCTIOJIb30BAHHEM THUTIOBBIX 00PAa3IIOB; MPaBUIAMHU JEJIOBOTO OOIICHUSI.

CIpoiins oOyueHue BHI:
- IOJTyYUTE HABBIKH 3aMOJHEHHS (POPM KaJAPOBHIX JOKyMEeHTOB B cooTBeTcTBUU ¢ [OCT P
7.0.97-2016 u TpebOBaHUSMH 3aKOHOJIATEIBCTBA, @ TAKXKE C yUETOM HHTEPECOB paboToaaTes,
pa3bsCHEHUI HAJI30pPHBIX OPraHOB, CyA€0HON MPaKTUKU U NPOPUIAKTUKY BOSHUKHOBEHUS
KOH(INKTHBIX CUTYaIlii;
- CMOXKETe OpraHu30BaTh 3()(PEKTUBHBINA KaIpOBbII TOKyMEHTOO00POT;
- 03HAaKOMHUTECh C OCHOBAHMSIMH U MOPSAIKOM MPOBEACHUS MPOBEPOK HAI30PHBIMU OpraHaMH, a
TaK)Ke MOJyYnTe MPAKTUYECKUE PEKOMEHIAINK 110 MUHUMM3AINH ITPadHBIX CAHKIINT;
- HAyYUTECh BBIABIIATH OCHOBHBIE OIIMOKH B JOKYMEHTAX U YCTPaHATh 3aMEUaHUs IPU
IIPOBEPKAX.

Kateropuu o0y4arommxcs:
1 CrienuamucThbl KaJIpOBBIX CIYKO U YUPEeXKICHUH 3aHATOCTH, CIICIIHUATMCTHI 10 KaapaM U



HpO(bOpI/IeHTaI_[I/II/I, CIICHUAIIMCTDI 11O YIIPABJICHUIO IIEPCOHAIIOM, MCHCIPKCPHBI.

Ouenka KayecTBa:
] IIpomexyTOYHAs! ¥ UTOTOBasi aTTECTAlUU B )OPME TECTOB.

dopma odyueHmsi:
"1 3aounas. B nponecce 00yueHus MPUMEHSIOTCSI HCKITFOYMTEIBHO TUCTAHIIMOHHBIC

O6p8.30BaTeJ'IBHI>Ie TCXHOJIOTUH U 3JICKTPOHHOC 06yquI/Ie.

HNrorosasn aTrrecraums:
[J MTorosas aTrTrecTamnys BKIIOYACT TCOPCTUUCCKYIO U ITPAKTUYCCKYIO COCTABJIAIOIIUC!
HTOTOBBIN PK3aMEH 10 TeopeTquCKOﬁ qaCTHu 06yquI/m " DpCa0CTaBJICHUC MaTCPpHUAIOB 11O
HpaKTquCKOfI qacTHu 06yqu1/151. Hrorosas arreécranuAa OCyImeCTBIIACTCA B JUCTAHITUOHHOM

peKUME.
[13T0 03HAYaeT, YTO CIYyIIATETI0 OyIeT MPeAIoKEeH OMIeT, Ha KOTOPhI HE00X0IUMO OyIeT

OTBCTHUTDH 3a OHpCI[CJ'ICHHBIﬁ IIPOMECIKYTOK BPpEMCHHU.

BbiiaBaemblii JOKYMEHT:
[TTo oKkOHYaHHH Kypca YUUTEIIb MOJYyYaeT EYaTHOE YAOCTOBEPEHNE O TOBBIIEHUN
KBaJIM(HUKAIMKA yCTAaHOBJICHHOTO 00pa3ma. Y poctoBepenue Boickutaercs [louroit Poccun
(mocTaBka OecruiaTHA).

KoopanHate! oprkomurera:
Anpec caiita: www.ropkip.ru
DnekTpoHHBIH afpec: info@ropkip.ru

®daktrueckuit aapec: 655017, Poccus, Pecnybnuka Xakacus, r. Abakan, yiu. [lymxkuna, 1. 165,

oM., 7H

Tenedon: +7 (953) 255-99-00



