Yueonas nporpamma: Kypc nosbimenns kpajiudukanuu «OcHOBBI
KaJpOBOro JIeJIONPOU3BOACTBA U 0()OPMJICHHS TPYAOBbIX OTHOLICHHID».
«YTBEPKIAIO»

C  OrpaHUYEHHOMU
«HCcTUTYT  pa3BUTHUA
HeHUsT KBanu(pUKalud U

; ZL/

J.H.Cepromanosn

VYuebHas nporpamma Kypca

O nporpamme:
Jlenonpon3BOACTBO SBISETCS OTACIBHOM chepoil e TeIbHOCTH, OCHOBHOM 3aaueit KOTOpon

SIBJIIETCS JOKYMEHTAI[MOHHOE 00eCTIeUeHUE YIIPABIICHUS OpTaHU3aIHeH.
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:
CrienanicThbl KaJIpoOBBIX CIYXKO U YUPEKICHUH 3aHATOCTH, CIICIIHATUCTHI 110 KaJipaM U



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

Ouenka KayecTBa:
[IpomesxyTodHast 1 UTOTOBAs ATTECTAIIMU B (POPME TECTOB.

dopma odyueHmsi:
3aounas. B mporecce 00yueHHs TPUMEHSIOTCS] UCKITFOYUTEIBHO TUCTAHITHOHHBIE
o0pa3oBaTelbHbIC TEXHOJIOTHU U AJIEKTPOHHOE 00yUYeHHE.

Hrorosas arrecranms:

Htorosas arTeécTaluAa BKIIIOYACT TCOPCTHYCCKYIO U IMTPAKTUYCCKYIO COCTABJIAIOIIUC! HUTOTOBEIN
9K3aMEH I10 TEOPETUYCCKOM YaCTH OOYUICHHUS U MTPEIOCTABICHUE MAaTSPUAJIOB IO MPAKTHICCKOM
gacTu 00y4eHus. MitoroBast aTTecTausi OCyleCTBIISICTCS B IUCTAHIIMOHHOM PEKUME.

[19T0 03HAYaeT, YTO CIYyIMIATEI0 OyAeT MPEeAJIOKEH OMIeT, Ha KOTOPBI HE00X0IUMO OyIeT
OTBETHUTH 32 ONPEICICHHBI IPOMEKYTOK BPEMEHH.

BbinaBaemblii JOKYMeHT:
[TTo okOHYaHHH Kypca YUUTEIIb MOJYyYaeT EYaTHOE YAOCTOBEPEHUE O NTOBBIIEHUN
KBaJTM(HUKAIMKA yCTAaHOBJICHHOTO 00pa3ma. Y aocToBepenue Boichiiaercs [louroit Poccun
(mocTaBka OecruiaTHa).

KoopauHate! oprkomurera:
Anpec caiita: www.ropkip.ru
DneKTpoHHBIHN aapec: info@ropkip.ru

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

oM., 7H

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



