AHHOTaIIHﬂ Mo TUCHHUILINHE
b1.B./IB.04.02 LleHTpbI XpaHeHUsI IOKYMEHTALUM (AyTCOPCHHT)

OGimast TpyI0EMKOCTE JUCIATLTHHBI cocTaBiseT 3 3a4. exn. (108 wac.; u3 Hux — 40,3 yaca KOHTaKTHOM paboOThI, B TOM
gmcie: 36 gac. ayANTOPHOHN HArpy3KH: JIEKITUOHHBIX 12 4., mpakTHuecKux (1adopaTopusix) 24 gac., KCP — 4 gac., IKP
—0,3; 32 gac. caMOCTOATENBHOM pabOTHI)

Heap AMCHMIUIMHBI - JaTh CTyJeHTaM (QyHAaMEeHTalbHbIC 3HAHHS B OOJACTAX CBSI3aHHBIX C OCOOCHHOCTSIMH
YIPaBICHUS JOKYMEHTALMEH B OpPraHM3allid U €ro COCTaBIIIOIINE, OCHOBAMH KOHTPOJBHOU IEATEILHOCTH B cdepe
JOY, nepBUYHBIMH HABbIKAMH YIPABICHUS ONMEPATHBHBIM M apXUBHBIM XPAHEHHEM IOKYMEHTOB W YIPaBJICHUS

cyx6ou JJOY
3agauu AUCHMILIAHDBI;
- 3HAHUEC COBPEMCHHBIX IMPOOJIEM MTOKYMCHTOBEACHHUS M apXWBOBCICHHS M COBPEMCHHBIX TEXHOJIOTHUH HX

pa3peleHus B OpraHu3aliiu;
- CXEMBI U aJITOPUTMBI YIIPaBICHHUS IOTOKAMHU JIOKYMEHTOB B OPraHM3al[MK ¥ METOJIbI MX ONTUMH3ALINH;
- OCHOBBI KOHTPOJIEHOM AEATeIbHOCTH B ciryxoe [JOVY;
- yMEHHE pa3pabaTblBaTh OPTaHM3AIMOHHO — METOAWYECKHE [OKYMEHTBI IO JOKyMEHTOBEICHHIO B
opranu3aiyu u ciayxoe JJOV;
- YMEHHE YIPaBIATh OBCETHEBHON
Mecro gucuuminnsl B ctpykrype OOII BO:

YyeOHast IUCIUAIUIMHA

«OCHOBBI

JOKYMCHTAUMOHHOTO MCHEIKMCHTA»

SBIIAETCS 00S3aTENbHOM  AUCLHUIUIMHOMN

BapuaTUBHON dacTH, HampapieHus noarotoBku 46.03.02 «/lokymeHTOBelneHHE W apXHBOBEICHHE» IPOTrPaMMBbl
«OpraHu3alMoOHHOE MPOEKTHPOBAHUE JOKYMEHTAIIMOHHOTO 00ECIIeYeHHs yIIPaBICHHs B OPraHu3aluny.
TpeGoBaHus K 0CBOEHHIO CTYIEHTOM JIHCHHMILIMHBI
B wurore m3ydenus aucumruinHbl «OCHOBBI JOKYMEHTALIMOHHOTO MEHEIKMEHTa» CTYJEHTBHl JOJIKHBI MPUOOpECTH
HeoOXxoauMble JUTsl (PaKTHYECKOTO MPOSIBICHHUS 3asBJIICHHBIX KOMIETEHIIN NPECTaBICHHs, 3HAHUS, YMEHUS 1 HaBBIKH.
Pe3ynpTaTel 00y4eHHs CTyIeHTa (3HAHHUS, YMEHHS, HaBbIKH), GOPMUPYEMBbIe N3y4aeMOU TUCIMILTIHOM.

Ne Wnnexc Copnepxanne B pesynprarte m3ydeHns ya1eOHOH TUCIMIDIHHEI 00yJaromuecs TOJDKHBI
KOMIICTCHITHN KOMIIETCHITHA 3HATh YMETh BIIAICTh
(wm ee JacTH)
1 | IIK-29 CrocoOHOCTB CHCTEMBI CO3/1aBaTh U BECTH CocoOHOCTHIO
C03/1aBaTh U BECTH JOKYMEHTAITHOHHOTO CHCTEMBI CO03/1aBaTh U BECTH
CHUCTEMBI obecriedeHUs JOKYMCHTAIIHOHHOTO | CHCTEMEI
JOKYMEHTAITHOHHOTO YIpaBJICHUS B obecriedeHUs JTIOKYMEHTAIIMOHHOTO
obecrnieueHus OpraHu3aliy Ha 6a3e | ympaBiIeHUS B obecrieueHus
yIpaBJIeHUs B HOBEHIIHNX opraHM3alyy Ha 0a3ze | ynpaBieHHs B
opraHu3aIuu Ha 0aze TEXHOJIOT Ui HOBEMIINX opraHu3aIuu Ha 0aze
HOBEHIINX TEXHOJIOTUI TEXHOJIOTHil HOBEHIINX
TEXHOJIOTUi
2 | IIK-41 3HaHUE PUHIUIIOB IIPUHIIMIIBL OpraHU30BbIBATH HIPUHLMIIAMU
OpraHu3aluy U OpraHM3aIyu 1 (byHKIHMOHHPOBaHUE OpraHu3aluu u
(YHKIMOHAPOBAHUS (hyHKIMOHMPOBAHIT ApPXHBHOTO (YHKIMOHUPOBAHUS
ApXHUBHOTO APXHUBHOTO ayTCOPCHHTA apXUBHOTO
ayTCOPCHHTA ayTCOPCHHTA ayTCOPCHHTA
3 | [IK-42 Brnanenue JIOTHCTUIECKUE HCTIOJTb30BaTh JIOTHCTUYICCKAMHU
JIOTUCTUIECKUMHU OCHOBBI OpPTraHU3allN | JIOTHCTUYECKUE OCHOBaMH
OCHOBaMH OpPTaHU3AIMH | XPaHEHHs JOKYMEHTOB | OCHOBBI OPTaHH3AIMA | OpTaHH3alluU
XpaHeHHs JOKYMEHTOB XpaHeHHs XpaHeHHs!
JIOKYMEHTOB JIOKYMEHTOB

Conep:xanue U CTPYKTYPa AUCIUTLIMHBI (MOXYJI51)
Pacnpenenenue TpyI0eMKOCTH IO BCEM BHaM ayJIMTOPHON M CAMOCTOSTEIbHOW pabOThl CTYACHTA MO CeMecTpam
paboT, 00yJaroNMXcs Mo CeMecTpam

Tabmmna 2 — PacnipeeneHue Tpy10eMKOCTH JUCIUILTAHBI IO BHIAM

Cemectpsl
Bun yaebHoii paboTsl Beero (dacer)
4acoB

8
AyauTopHble 3aHsTHS (BCEro): 36 36
3aHsTHS TEKIMOHHOTO THUIA 12 12
JlaGopatopHble 3aHATHS
3aHATHS CEMUHAPCKOTO THIA (CEMUHAPHI, TPAKTHYECKHIE 3aHATHSI) 24 24
HWuas koHTaKkTHas padora:
KonTtpons camocrosrensroi padotsl (KCP) 4 4
ITpomexyrounas arrecrauus (UKP) 0,3 0,3
CamocTosiTeIbHasi padoTa, B TOM YHCJIE: 32 32
Kypcosast pabota - -




ITpopaboTtka y4eOHOro (TeOpeTHIEeCcKOro) MaTepHaa 10 10
BrinosHeHue WHANBHUYATBHBIX 3aIaHUH (TIOATOTOBKA COOOICHHIA, 12 12
Ipe3eHTalui)
Pedepar 10 10
[ToaroToBka K TeKyneMy KOHTPOJIIO - -
KoHTpoJb:
IToaroToBKa K dK3aMeHy / 3a4ery 35,7 35,7
OO61as TPyA0eMKOCTh vac. 108 108
B TOM YHCJIe KOHTAKTHAs 40,3 40,3
padora, yac.
3a4. ell. 3 3

Pasnens! qucuuuivHeL, H3ydaeMble B 8 ceMecTpe 09HON (GOpPMBI 00yIeHHUs

OuHas dpopma
HaumenoBanue paszienos (TeM) O
No AynuTtopHas pabora BreaymutopHas
Beero pabota
J 113 JIP CPC
1 2 3 4 5 6 7
BBEJAEHUME 2 1 1
1 | YopasiieHne J0KYMeHTAaIHeil OpraHu3auun
2 | JIokyMEeHTOOOOpOT ¥ €0 COCTABIISOLINE.
Oco0eHHOCTH yIPaBJICHUs BXOAAIINMH, 11 3 4 4
HNCXOAAIIMMU U BHYTPCHHUMU JOKYMCHTAMU
3 | KoHTpounp ucnosaHeHus JOKYMEHTOB 8 2 2 4
4 | YopasneHue OIEpaTUBHBIM XpaHEHUEM 6 2 4
JIOKYMEHTOB
5 | YnpaBneHue apXuBHBIM XpaHEHHEM JOKYMEHTOB 8 2 4
2 | Yapasaenue cayx60ii JOY opranusamuu
1 | Cnyx6a JIOY opranuzanuu 10 2 4 4
2 | ®opmuposanue ciayx0sr JJOY 10 2 4 4
3 | Opranuzaiys pabounx MECT U YCIOBUil Tpya
6 2 4
nepcoHana ciyx6s! JJOY
4 | YnpapneHHe MOBCEAHEBHON AESITETLHOCTHIO 7 1 4 2
ciyx6s1 JJOY
5 | BAKVIKOYEHHUE 2 1 1
Hmozo no oucyuniune 12 24 32

KypcoBble mpoeKThI WiIH PaGoThI. HE npedycMOmpeHbvl

HHTepakTHBHBIE 00pa3oBaTeJbHbIE TEXHOJOTHH, WCIONB3YeMbIC HA ayAHTOPHBIX 3aHATHSIX:
CUMYJISAINH, pa300p KOHKPETHBIX CUTYaIUi, TPCHUHTH.

Bua arrecranuu. DK3aMeH.

WTOTOBBI KOHTPONIF IO IUCIMIDIHHE UMO206bl KOHMpPOAb TO TUCHUIUIMHE OCYIIECTBISETCS B XOJ€ JK3aMEHa,
KOTOPBI IPOBOAUTECS B (pOopMe TecTa WM OTBETa, KOTOPHIH IPOBOANUTCS B YCTHOW HIIM MHUCEMEHHOH (hopMe ¢ yIeToM
PE3yNbTATOB TEKYIIETO KOHTPOJIS B XOJIe CeMecTpa.

OcHoBHas1 IMTepaTypa:

KOMIBIOTEPHBIC

Ne

ABTOD, Ha3BaHHUE, MECTO U3JAHUS, U31ATEIHCTBO, TOJ] U3IaHUs YIeOHOM
JIMTEPATYPBI, K-BO CTPAHUIL, BUA U XapaKTECPUCTUKA UHBIX
WH(POPMAIIMOHHBIX PECYPCOB

KoimuecTBo dK3.
B OmOmmoTeke

ONEeKTPOHHBIN
pecypc

JlokyMeHTaIMoHHOe oOecreueHre yhpaBieHusT W JIEIOMPOU3BOJCTBO:
y4eOHUK Ui OakaigaBpoB: YUYEOHHK JIJISI CTYJCHTOB BY30B, 00YyJarOMIAXCsI
10 SKOHOMHUYECKUM crenuansHocTsM / Kysnenos, Urops Hukomaesuy; 1.
H. Ky3nenos. - Mocksa: IOpaiir, 2014. - 576 c.

12

Jlanckast J.B. IIpoGiemMbl MOKYMEHTaIMOHHOTO MEHEIKMEHTa |
JOKYMEHTHUPOBAHUSI JIEATEIILHOCTH KOpIopauuu: xpecromatus / M-Bo
oOpazoBanuss u Hayku Poc. ®Penepaumm, KybGanckuii roc. yH-T. -
Kpacnogap: [Ky6I'Y], 2013. - 347 c.

JloKyMeHTallMOHHOE O00eCIeYeHNE YIPaBICHUS: Y4eOHO-NIPAKTHYECKOE
nocobue / Poroxmn, Muxaun FOpwseBuy; M. 0. Poroxun. - M.: [TK
Ben6u]: [Ipocmext , 2009. - 383 c.
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