AHHOTANMS MO THCHHIUINHE
B1.B./1B.15.02 UTH®OPMALMOHHO-TOKYMEHTAHMOHHOE OBECIIEYEHHUE JESATEJIBHOCTHU
OPT'AHOB BJIACTHU
OO6mast TpyZoEMKOCTh TUCIMIDINHEI COCTABIAET 6 3a4. ex. (216 gac.; n3 HUX — 84 yaca KOHTaKTHOH pabOTEL, B TOM
grcye: 72 4ac. ayINTOPHOM Harpy3Ku: JIEKIIMOHHBIX 36 "ac., mpaktniaeckux 36 gac.; KCP — 12 gac., UKP — 0,3 gac.;
96 gac. camocTOATENEHON PabOTHI)

Heap qucHUMNIMHBI - GOPMUPOBAHIE KOMIUICKCHOTO TIPECTaBJICHHS O TEOPETHUECKHUX ACIEKTaX M CYIIECTBYIOIIEH
MPaKTHKE OpPraHU3alliy JIeNIONPOM3BOICTBA B PA3IMYHBIX OPraHaX roCyIapCTBEHHON U MYHHIIUIAIEHOMN BIACTH.
3amaun QUCHUTIJIHHBI

- OCBOWTh TCOPETHYECKHE 3HAHWS B O00MaCTH  JOKyMEHTalMHW oOpasyromelcss B JESATENbHOCTH OpPraHOB
TOCYAapCTBEHHOW M MyHHLIMIIAJIBHON BIIACTH;

- c(OpMHUPOBATH MPEACTABICHUS O COBPEMEHHBIX TIPHEMax M CPEJICTBAX JEJIONPOU3BO/ICTBA B OpraHax BIIACTH;

- TOJIyYUTh HEOOXOJUMBIH HABBIK MOJTOTOBKH M 0(OPMIICHUSI JOKYMEHTOB U OpTraHU3aliy paboThl ¢ TOKYMEHTaMH B
OpraHax rocyJapCTBEHHON M MyHHIUINAIEHON BIIACTH.

Mecrto qucuumiaunsl B crpykrype OOII BO:

YuebHas mucuuminHa «VHPOpMaMOHHO-T0KYMEHTallMOHHOE 00eCIeYeHUE JIeSITEIbHOCTH OPraHOB BIACTH» SIBIISICTCS
MUCHUTUIMHOW 10 BEIOOpY BapHMaTWBHOW dacTH, HampaBieHus mnoarotoBku 46.03.02 «/lokymeHTOBEemeHHE U
apXHMBOBEICHUE» MPOrpaMMbl «OpraHU3alMOHHOE MIPOCKTUPOBAHNE TOKYMEHTAMOHHOTO O0ECIICUCHNUS YIIPABICHUS B
OpTaHH3AIIH».

TpeGoBaHus K 0CBOCHHIO CTYA€HTOM JUCHUIIUHBI:

B nrore usydenust quctuminasl «HPOpPMAIIMOHHO-TOKYMEHTAIMOHHOE 00ecTIeueHNe JeITeIbHOCTH OPTraHOB BIACTI
CTYZIEHTBl JOJDKHBI TIpHOOpecTH HeoOXomumble sl (DaKTHYECKOTO TPOSBICHUS 3asBICHHBIX KOMIIETCHIMIA
NPE/ICTABICHUS, 3HAHMS, YMEHUs W HaBbIKH. Pe3yipraTbl oOy4deHHs CTyJdeHTa (3HAHUS, YMEHHS, HAaBBIKH),
(hopMupyeMble H3ydaeMOi TUCIIUIUTHHOM.

Ne Wnnekc Copneprxanue B pesynbraTe u3ydeHus y4eOHOM TUCHUIUIMHBI O0yYaroNniecs T0KHBI
KOMIIETEHIINH KOMIIETEHIINH 3HATh YMETh BIIAJICTh
(nu ee 9acTH)
1 CIIOCOOHOCTBIO HUCTOPUIO U COBPEMEHHOE | OLIEHMBATh UCTOPUIO U OLICHUBATh UCTOPUIO U
OLICHUBATH HCTOPHIO H | COCTOSHUE 3apYOEKHOTO | COBPEMEHHOE COCTOSHHE | COBPEMEHHOE
COBpEMEHHOE OIBITA YIPABICHUS 3apyOeKHOTO OTIbITa COCTOSIHUE
COCTOSIHHE JIOKyMEHTaMHU U yOpaBIeHUs 3apyOeKHOTO OIIbITa
HK'? 3apy6e>KHOr0 OIILITA Oopranusanun ux JOKYMEHTaMU U YyhpaBJICHUs
XpaHCHUA opraHusanuu ux JOKYMCHTaMH 1
praBHeHI/Iﬂ XpaHECHUA OopraHusanuu ux
JOKYMECHTaMH U XpaHeHust
OpTaHU3aINH UX
XpaHEHUs
2 CIIOCOOHOCTBIO KakK OIpeeNIuTh aHaAJIM3UPOBATh CIIOCOOHOCTBIO
HK 8 aHaﬂI/I?)I/IpOBaTI) HEHHOCTb JOKYMEHTOB C LHEHHOCTb IOKYMECHTOB C aHaJIM3upoOBaTh
LIEHHOCTh I[OKyMeHTOB HECJIBbI0 UX XpaHCHU LEJIbIO UX XPAaHCHUSA LUEHHOCTb JOKYMEHTOB C
C HEJBIO UX XPAaHEHUs UCJIBIO MX XpaHCHIT:
3 CIIOCOOHOCTBIO BECTHU METOJBI padOTHI B BECTH Hay4HO- CITOCOOHOCTBIO BECTH
HAYYHO-METOIMYECKYI0 | TOCYIapPCTBEHHEIX, METOAWYECKYIO PabOTy B | HAYYHO-METOIUIECKYIO
paboty B MYHHUIMIIATBHBIX rOCy/1apCTBEHHBIX, paboty B
HK_13 rOCyI[apCTBeHHBIX, apxXuBax U aE)XI/IBaX MYHUIUNAJTBHBIX roCya1apCTBCHHBIX,
OpraHusaluu apxXuBax U apxXuBax MYHULUTIAIBHBIX
MYHHITUTTATHHBIX -
opraHusanuun apXuBax U apxXuBax
apXHBaX 1 apXHBaX oprammamt
opraHuzanuit
4 CIOCOOHOCTHIO paboTy ciyxObI OpraHU30BBIBATH CHOCOOHOCTHIO
OPraHU30BBIBATD JIOKYMEHTaLlMOHHOT'O paboTy ciyxObt OpraHU30BBIBATD
paboTy cayxObI obecrieyeHus JOKYMEHTAI[HOHHOTO | paboTy ciayKObI
TK-30 JOKYMEHTAIIHOHHOTO yIpaBJICHUS U obecriedeHns JIOKYMEHTAIIHOHHOTO
i obecrnieueHus ApPXMBHOTO XpaHEHHUS | YIpaBICHUS U obecrieueHus
YIpaBIICHUS U JIOKyMEHTOB ApPXWUBHOTO XpaHEHHS | YIpaBJICHUS U
ApPXUBHOTO XPAaHECHUS JIOKyMEHTOB apXHUBHOTO XpaHECHHSI
JIOKYMEHTOB JIOKYMEHTOB
5 BIIaICHUEM 3aKOHOJATCIbHYIO U OPUCHTHUPOBATLCA B 3aKOH0ﬂaTeJILH0171 n
3aKOHOHaTeHBHOﬁ u HOPMAaTUBHO- HpaBOBOﬁ Oaze HOPMAaTUBHO-
HOPMATHBHO- METOAMYECKYIO 0a3y HHPOPMAIOHHO- METOANIECKON 6a30i
METOIIHUECKOil 6a30ii HHPOPMAITOHHO- JIOKYMEHTAIlMOHHOT O MHPOPMAIOHHO-
HK-32 I/IH(I)OpMaHI/IOHHO' JlOKyMeHTaLIl/IOHHOFO 06eCHe‘[eHI/IH )IOKyMeHTaLlI/lOHHOFO
obecrneyeHust yHIpaBieHUs, apXUBHOTO | obecriedyeHus
AOKYyMEHTALHOHHOTO yIpaBJIeHUs U Jles1a ¥ CMEXHbBIX YIpPaBIEHUS U
obecmeueHs ApPXMBHOTO Jefa obnacreit apXHMBHOTO JeNa,
YHpaBJICHUA U CIOCOOHOCTBIO

APXUBHOTO ICIa, OpPHUCHTUPOBATLCA B




CIIOCOOHOCTEHIO
OpPHUEHTHPOBATHCS B
paBoBOM Oa3ze
CMEXHBIX o0JracTei

IIpaBOBOH Oa3ze
CMEXHBIX o0acTei

Coaep:kaHue U CTPYKTYPa AUCHUTIMHBI (MOTYJI5)

Pacnpenenenne Tpy10eMKOCTH IO BCEM BHIAM ayIUTOPHOHM M CaMOCTOSITENbHON pabOTHI CTy/ICHTA IO CEMECTpaM

CemecTpsl
Bun yue6HO# paboTs! Beero (gacer)
4acoB 7 8

AyIuTOpHBIe 3aHATHS (BCEro): 72 72
3aHsTHS TEKIUOHHOTO THUIA 36 36
JlaGopaTopHbIe 3aHATHSA 36 36
3aHATHS CEMHHAPCKOTO TUMA (CEMHHAPHI, TPAKTHYCSCKUE 3aHATHS) - -
Huas KOHTaKTHas padora:
KonTtpons camocrosrensroit padoter (KCP) 12 12
IIpomexxyrounas arrectanus (UKP) 0,3 0,3
CamocTosiTeIbHasi padoTa, B TOM YHCJIe: 96 96
Kypconast pabota 50 50
ITpopaboTka y4eOHOro (TeOpETUIECKOro) MaTepraia 26 26
BrinonHenne nHAUBUYadbHBIX 331aHUN (TIOJTOTOBKA COOOIIEHUH, 20 20
TIpe3CHTAIH)
Pedepar - -
IoaroToBka K TEKyIEMy KOHTPOJIIIO - -
Kontpoasb:
[ToarotroBka K 3K3aMeny / 3a4eTy 35,7 35,7
O061mas TpyA0eMKOCTh gac. 216

B TOM YHCJIe KOHTAKTHAs

padora, yac. 84

3a4. efl. 6

Paznensl qUCIUIUIMHBL, H3ydaeMble B 7 ceMecTpe 04HOH opMbl 00ydeHnst

Ounas popma

HanmeHnoBanwme paznennos (Tem)

KonmaecTBo yacoB

Ne AynuTtopHas Bueayau-
pabota TOpHAast
Bcero pabora
JI I3 | JIP CPC
1 2 3 4 5 6 7
1 | BBEAEHUE. 2 2 - - -
2 | HopmatuBHO-METOAMYECKAs 0a3a TOKyMEHTAIIMOHHOTO 16 4 - 4 8
oOecrnevyeHus ynpaBlIeHUs] B OpraHax BIAaCcTH
3 | CtpykTypa U QyHKIHHU CITYKO TOKYMEHTAIIHOHHOTO 24 8 - 8 8
obecrieueHust yrpaBjIeHHUsI B OpraHax BIacTH
4 | JlIokyMEHTHUpPOBAHHE JICATEIBHOCTA OPTaHOB BJIACTH 22 4 - 8 10
5 | TexHonorum paboTbl C JOKYMEHTaMM B OpraHax BAacTu 26 8 - 8 10
6 | Opranu3alMOHHBIC OCHOBBI U MEPCICKTHUBI 26 8 - 8 10
AJIEKTPOHHOIO MpaBUTENbCTBA B PD
17 | 3AKJIIOUEHUE 2 2 - - -
Kypcosas pabora 50 - - - 50
KonTponmupyemas camoctosiTenbHas paborta 12
JK3aMeH 35,7
Hmozo no oucyunnune: 36 - 36 96

KypcoBble npoeKThI WIH PaboThI. npedycmMompeHvl




I/IHTepaKTI/lBHBIe 06p330B3TeJIbeIe TEXHOJOIMH, WCIOJIb3yEMbIC Ha ayAUTOPHBIX 3aHATHAX: I'PYNIIOBBIC 3aHATHUSA C

HCTIOJIb30BaHUEM KOMITBIOTEPHBIX IIPE3CHTALNH, TUCKYCCHU.
Buj arrecranmn: DK3aMeH.

HTOroBblii KOHTPOJIb MO0 TUCHMILIMHE OCYIICCTBISICTCS B XOJA€ dK3aMEHa, KOTOPHIH MPOBOANTCS B YCTHOU (opme ¢
YYETOM PE3yIbTAaTOB TEKYIIETO KOHTPOIS B XOJ€ CEMECTpa.
OcHoBHas JUTEpaTypa:

Ne | Asrop, Ha3BaHHE, MECTO M3AaHUS, U3AATEIHCTBO, TOJ] H3IAHUI YIeOHOM KomnuectBo DNEeKTPOHHBIN
JINTEpPaTypHI, K-BO CTPAHUI, BUJ U XapaKTEPUCTHKA HHBIX 9K3. B pecype
nH(OpPMaLMOHHBIX PECYPCOB OoubImoTeKe
1 | Moranos, M. I'. Oprasubl roCyIapCTBEHHOH BIACTH CyOBEKTOB PD https://biblioclub
[DnexTponHsIii pecypc]: yueoHoe nocobue / M. T'. [loramnos, U. B. .ru/index.php?pa
Bbanakuna. - HoBocubupck : HI'TY, 2015. - 116 c. ge=book_red&id
=438431&sr=1
2 | T'pozosa, O. C. Jlenonpou3BoACTBO [DIeKTPOHHBIH pecype] : yueOHoe https://biblio-
nocobue ayis akagemuueckoro d6akanaspuara / O. C. I'po3osa. - Mockaa: online.ru/book/5
IOpaiir, 2017. - 124 c. F1C27F2-251B-
4B74-BE78-
ACO06A5D30956
3 | Kynses, H.H. [loxymenroBenenue [Tekcr] : yueOHHK AJ1s1 CTYACHTOB 15

BY30B, 00y4arOIUXCs MO CIeNUaTbHOCTH "J[OKyMEHTOBEICHHUE U
JOKyMeHTalmoHHoe obecnieuenue ynpasienus" / H. H. Kynses, /1. H.
VYpanos, A. I'. ®abpuunos ; nox pen. H. H. Kynsesa. - 2-e u3z., crep. -
Mockaga : Jloroc, 2015. - 348 c. + 1 anekrpoH. onr. quck (CD-ROM).

ABTOP: cTapmuil IpenogaBaTens Kadeapsl 00MIero, CTpaTerndeckoro, HHPOPMAIIMOHHOTO MEHEIKMEHTA 1 OM3HeC-
npoueccoB [.A. JleTkuna




