AHHOTaIUs padoyeii MPOrpaMMbl AU CHUTLIHHBI
b1.0.18 OPTASAHU3ALIUSA U TEXHOJIOT'USA 10Y

O0beM TpynoemMkocTH: 144 yac. (4 3aueTHBIC €MHUIIBI)
Hanpasienue noaroroBku/cnennaisnocts 46.03.02 JlokymMeHTOBEIEHIE U apXHUBOBEICHHIE

Mean AMCHUATIAHBI:

Ha OCHOBAaHWU TEOPHUH W TPAKTHUKKA HAyYHO OOOCHOBAHHBIX MPUHIIUIIOB M METOIOB COBPEMEHHOTO
JIOKYMEHTAIIIOHHOTO obecrieueHnst chOpMHUPOBATH y CTYACHTOB IIEIOCTHOE IPEACTABICHHIE HA TAKNE BUBI
mpo(heCCUOHANBHON JISATENILHOCTH, Kak rpaMoTHas W 3(dQekTrBHAsS OpraHu3anus COBPEMEHHOIO
JIEJIONTPOU3BO/ICTBA.

3agaun TUCHUATLINHBI:

- HCCICNOBaTh 3aKOHOMEPHOCTH (DOPMHPOBAHMS JOKYMCHTAJIBHBIX YIPABICHYCCKUX CHUCTEM H
TEXHOJOTHA B WX HCTOPUYECKOM pAa3BUTHH, COBPEMEHHOE COCTOSIHME€ W TEPCIEKTHUBBI Pa3BUTHUS
TEXHOJOTHHA, OOIIHEe W 4YacTHBIE METOAbl WCCIENOBAaHUS U TIPOCKTHUPOBAHHUA OQUCHBIX CHCTEM
JIOKYyMEHTO000POTa, CHOCOOCTBYIOIIUX (OPMUPOBAHUIO Y CTYJICHTOB METOAMYECKH OOOCHOBAHHBIX
MONXOJOB K PEHICHHIO MPAaKTHUECKUX 3a1ad JOKYMEHTAllMOHHOTO O0OecledeHusi BO BceX cdepax
YIpaBIeHIECKOH e TeIbHOCTH;

- MTOJIyYUTh TMPEACTABICHUE O HOPMAaTUBHO-METOIUYECKOM 0a3e JAeIONPOU3BOICTRA;

- 03HAKOMHTBCS C COBPEMEHHBIMH TPEOOBAHUSAMH 10 COCTABIICHUIO JIOKYMCHTOB;

- chopMUPOBaTh y CTYACHTOB MHEHHE O PAIlMOHATIHHBIX TIOIX0/IaX K OPraHu3aIlii pabOTHI C JOKYMEHTaMHU
B OpraHU3aIlHH.

MecTO IMCUMILVIMHBI B CTPYKTYpe 00pa30BaTeIbHOI NPOrpaMMbl

Huctummuaa B1.0.18 «Opraamzanus u texnonorus JJOY» oTHOCHTCS K 00s3arenpHON yactu broka 1
«ucuurumael (MOTy K )» yueOHOTO TUIaHa.

HucnunmuHa u3ydyaercss Ha 3 Kypce 3a04HOH (QopMbl 00y4yeHus, Oa3upyercsi Ha 3HAHUSX, YMEHHSX W
HaBBIKAX, IOJIyYCHHbIX Ha IIEPBOM M BTOPOM Kypce MOATOTOBKH. B cBOIO ouepenp oHa oOecreunBaeT
U3yueHHE CIEAYIOMUX aucuuiuiiH: OpraHu3allioHHOE, WH(QOPMAIMOHHO - JIOKYMEHTaIlMOHHOE
obecriedeHre JEATENFHOCTH PYKOBOJUTENS oOpraHuzaiuy, WHPOpManuoHHO - JIOKYMEHTalMOHHOE
o0ecrieyeHne MpeacTaBUTEIbHBIX OPraHOB BIACTU U yIpaBieHus, NTHGOPMAIIMOHHO - TOKYMEHTAalMOHHOE
o0ecrieyeHue IesITeIbHOCTH HEKOMMEPUECKUX OpTraHu3aluil u Ip.

VYyeOnas mporpamma aucuuiuiiael b1.0.18 «Opranuzanus u texnonorusa HOY» mpemycMmaTpuBaer
NpOBeleHHE 3aHATHH B (opMe JeKuui, npakTHYecKux 3aHATHi. OHa MOATOTOBJICHA B COOTBETCTBUH
TpeOoBaHUsMH, IpeabsiBieHHbIMH ¢ TpeboBanusiMu PI'OC BO 3++. JlocTmkeHue Leny COpoBOKIACTCS
PacKpBITHEM TIEepe]] CTyIeHTaMH (yHIaMEHTAIBHBIX 3HAHUH B 00J1aCTSIX CBA3aHHBIX C TPUMEHEHUEM OCHOB
OpraHu3alfy ¥ TEXHOJOTHI JOKYMEHTAIIMOHHOTO 00eCIeUeH sl yIpaBlIeHHs, KOTOPbIE B COBOKYITHOCTH C
HENpEephIBHBIM OOHOBJICHHEM M HM3MEHEHHMSIMU B alIlapaTHBIX CPEICTBAX HAaXOJSIT BAaKHOE MECTO B
(dopMHupOBaHIH HHPOPMALMOHHO- TEXHOJIOTHIECKOTO MOTEHIIMANA MPEIPUSITHS, YTO 00ECTIEUUT MPOYHOE
Y CO3HATENIbHOE OBJIAJICHHNE CTYACHTaMU OCHOBAMH 3HAHHH O TIPOIeccax MOJydeHus], XpaHeHHs, Iepeaadn
1 ipeoOpa3oBaHus WHPOPMAIIHH.

3HaH{E ATANOB OPTaHM3ALMHU M aKTYaJIbHBIX TEXHOJIOTUN JOKYMEHTAMOHHOTO 00ECTIeUeHHs! YIIpaBIeHUs
B KOMIIaHWM HEOOXoAMMO JUIs ycmexa Jo0oro cmenuanucra B cdepe JOKYMEHTOBEICHUS U
apxuBoBeaeHus. [lepea cTyaeHTaMH pacKpbIBAIOTCA 3HAUYEHUs] MH(POPMALUU B Pa3BUTUH COBPEMEHHOTO
obmiecTBa. B xone oOyueHns cTyIeHThI JOJKHBI HAYUYUTHCS CO3HATEIBHO U PALMOHAIBHO HCIOJIb30BaTh
BO3MOXHOCTH, TIPEIOCTaBIsiIeMble KOMIBIOTEPHOH TEXHHKOW, JUI pEUIeHus pa3zHOOOpa3HbIX
YIpaBIeHYECKUX 3a/1a4.



TpeGoBaHMS K YPOBHI0 OCBOEHUSI TUCIUIIIHHBI

Wsydenne nanHO# y4eOHON AUCIUIUIMHBI HANIPaBIeHO Ha (pOpMHUpOBaHWE Y OOYUAIOMIMXCS CIIETYIOIIX

KOMIIETEHITUN:

KOI[ U HAaMMCHOBAHHUC HHIHMKATOpPA
JOCTHXKCHUSA KOMIICTCHIIMN

PeSyJ’II)TaTLI O6y‘-IeHI/I$I 10 JUCHUILIINHE

OIIK-2. Cnoco06eH HaX0AUTh OPraHU3allHOHHO-YIIPABJIEHYECKHE PellleHNs] P pellieHn: 3a/1a4 B
cepe cBoeii npodeccuoHaNbHOM 1€ATEJTbHOCTH

OIIK-2.1. CnocobeH pemiaTth 3a1a4u

B OpraHu3alnu H
JOKYMEHTAIIMOHHOM  O0ecTieueHnH
YIIPABICHUS

3HaeT TMpolLenypy pelIeHHs 3aJad B OpraHu3alud U
JIOKYMEHTAIIHOHHOM 00ECTICUCHUH YIIPaBICHUS

YMeeT pemate 3a1a4u B OPTaHU3ALWN U JOKYMEHTAIIMOHHOM
o0ecrneueHu  yrpaBieHUs

Brnaneer HaBblkamMu peHICHUS 3aJad B OpraHU3allUd U
JIOKYMEHTAIIMOHHOM 00ecTieueHUH YIIPaBIeHU

OIIK-2.2. YgactByeT B pa3paboTke
OpTaHU3aIMOHHO-YTIPABICHUECKUX
peleHui B chepe cBOCH
MpodeCCHOHANBEHON IEATEIILHOCTH

3HaeT Kak pa3pabaTeiBaTh OPraHU3AIMOHHO-YTIPABICHUYECKUE
pelieHus B cepe CBoeH NpoheCCHOHAIBHOM NesTeIbHOCTH
YmMmeer paspabaTeiBaTh — OpraHU3alMOHHO-YIPABICHUECKUE
penieHus B cdepe cBoer mpodeCCHOHABHON eI TeTbHOCTH
Bnaneer HaBBIKAMH pa3paboTku OpraHU3alOHHO-
yIpaBICHUECKUX pelieHul B cepe croel mpodhecCHoHANTBHON
JICSITEIIBHOCTH

OIIK-3. Cnoco0eH MpUMeHATh TeopeTHYeCKHe 3HAHUSA /ISl PelleHHs MOCTABJEHHBIX 33/1a4 B
00/1aCTH TOKYMEHTOBeAeHUS] H APXMBOBeIeHUS

OIIK-3.1. Criocoben pemats
MOCTaBJIEHHbIE 33/7aud B 00JacTu
JTOKYMEHTOBEICHHS u
apXWBOBEICHUS

3HaeT AJITOPUTM PEHICHUA ITOCTAaBJICHHBIX 3a/la4 B o0actu
JOKYMCHTOBCACHUA U apXHUBOBCACHUA
Vmeer HaxXoOuTb PCUHICHUA ITIOCTABJICHHBIX 3aJlad B obmacTu
JOKYMCHTOBCIACHUA U apXUBOBCICHUSA
BﬂaﬂeeT HaBbIKaMH1 PCIICHHSA ITOCTABJICHHBIX 3a/la4 B obactu
JOKYMCHTOBCACHUA U apXHUBOBCACHUA

OIIK-3.2. YyacTByeT B pazpaboTke U
peanu3alyy MOCTaBICHHBIX 3a7ad B
0o0jacT  JOKYMEHTOBEJACHHUS U
apXUBOBE/ICHUS

3HaeT Kak pa3pabaThiBaTh W PEAM30BBIBATH ITOCTABJICHHEIE
3a/1aun B 00JaCTH JOKYMEHTOBEICHUS U apXUBOBEICHHS
YMeet pa3pabaTriBaTh U PEaM30BHIBATH IOCTABIICHHBIC 33][a9H
B 0071aCTH JOKYMEHTOBEICHHUS U apXHUBOBEICHUS

Brageer HaBpIkaMu pa3pabOTKH W peaM3alii MOCTABICHHBIX
3aJ1a4 B 00J1aCTH JOKYMEHTOBEACHHS U apXHUBOBEICHMUS

OIIK-4. Cnioco0eH NOHUMATh NPUHIHNBI PA60THI COBPEeMEeHHbIX MH(POPMAIIMOHHBIX TEXHOJIOTHI
U UCI0JIb30BATh UX A5 pelieHus! 32124 NpodeccHoHATbHOIM 1esiTeJIbHOCTH

OIlK-4.1. IloHuMaer NTPHUHIUIIBI
paboTHI COBPEMEHHBIX
MH()OPMALIMOHHBIX ~ TEXHOJOTUH B

OpraHu3anuu

3HaeT TNPUHIOUIBI PabOThl COBPEMEHHBIX WH(OPMAIIMOHHBIX
TEXHOJIOTH B OpraHU3aLuH

Ymeer HacTpouth paboTy MHPOPMALMOHHBIX TEXHOJOTUH B
OpraHM3aluu

Brnageer HaBblkaMu ~ paboOTBI  C
TEXHOJIOTHSIMH B OpTaHU3alluU

WHQOPMAITUOHHBIMH

OIIK-4.3. IlpumeHsieT COBpeMEHHBIE
WH(OPMAITMOHHBIE TEXHOJIOTHU JUIS
pemieHus 3afad MpogecCHOHATBHOM
JESTENBHOCTH

3HaeT Kak MPUMEHITh COBPEMEHHble WH(POPMAIIMOHHBIC

TEXHOJIOTMH JJIsi  pelleHus 3agad  MpogecCHOHANBHOMN
JESATENBHOCTU

YMeer  OpUMEHSTH ~ COBpPEMEHHbIE  HH(OpMalMOHHBIC
TEXHOJIOTMH JJIs  pelleHus 3agad  MnpodecCHOHANBHOMN
JESATENBHOCTU

Bnageer HaBBIKaMH MIPUMEHEHUS COBPEMEHHBIX
WH(OPMAITMOHHBIX ~ TEXHOJNOTWH AN pemeHwus  3aaad

podecCHOHAIBbHOMN JIESITEIbHOCTH

IIK-4. CnocoGeH ocyulecTBJATh PadoTbl MO NPOEKTHPOBAHMIO U BHEIPEHHIO CHCTEMbI
3JICKTPOHHOI'0 IOKYMEHT0000p0Ta B c(hepe TOKYMEHTAIIMOHHOI0 YIIPABJICHUSI OPTraHU3AIUH




[IK-4.1. VYuyactByer B paboTe 1O

NPOCKTUPOBAHUIO W BHEJPCHUIO
CHUCTEMBI 3JIEKTPOHHOTO
JIOKYMEHT0000pOTa B cdepe
JOKYMEHTAIIHOHHOTO

YHpaBJIC€HU OpraHu3allun

3HaeT KaK MPOEKTUPOBATH U BHENIPSATH CUCTEMBI JIEKTPOHHOTO
JIOKYMEHT0000pOTa B cpepe JOKyMEHTAITMOHHOTO YIIPaBIECHUS
OpraHu3aluu
YMeeT MpoeKTUPOBATh M BHEAPSITH CUCTEMBI 3JIEKTPOHHOTO
JIOKYMEHT0000pOTa B cpepe JOKyMEHTAITHOHHOTO YIIPaBICHUS
OpTraHM3alNN

Bnaaeer HaBbIKamMu IMPOCKTUPOBAHUA W BHEAPCHHA CUCTCMBL

3JIEKTPOHHOTO JIOKYyMEHT0000pOTa B cthepe
JIOKYMEHTAIIHOHHOTO YIIPABICHUS OpraHu3aluu
[IK-4.2. CnocobeH  TpWMEHSTH | 3HAET KaK MIPUMEHSTH CHUCTEMBI 3JICKTPOHHOTO
CHCTEMBI 3JIEKTPOHHOTO | JOKyMEHT0000poTa B chepe JOKYMEHTAIIMOHHOTO YIIPABICHHUS
JOKyMEHT0000poTa B cdepe | opraHuzanuu
JIOKYMCHTAIIMOHHOTO  YIPABJICHHS | YMEET IPUMEHSITh CUCTEMBI 3JICKTPOHHOTO JJIOKYMEHTO000pOTa
OpraHu3aIuu B cepe TOKYMEHTAI[HOHHOTO YIIPaBJICHHUS OpraHU3aIun

Brnameer HaBbIKaMu pPabOTBI C CHUCTEMaMH DJICKTPOHHOTO
JIOKYMEHT0000pOTa B chepe JOKYMEHTAIIMOHHOTO YIIPaBJICHUS
OpraHu3aIuu

Conep:xaHue TUCHUILTHHBI

Pacnpenenenue BunoB yueOHOI paboThl U UX TPYAOSMKOCTH IO pa3iesiaM TUCIUTUINHBI.

O0mas Tpy10EMKOCTh TUCITUILTHHBI cocTaBisieT 4 3a4. en. (144 gaca), ux pacmpeneneHre o BuaaM padoT
MPECTaBICHO B TaOIHUIIE

Bugst pabot Bcero wacos ®opma o0yueHus
3a04yHast
5 Kypc
KonTakTHas paboTa, B TOM 4HCIe:
AyauTopHbIe 3aHATHSA (BCero):
3aHaTus JEKIIMOHHOTO TUIIA 10
JlaGopaTopHbie 3aHATHS
3aHATHA CEMHHAPCKOTO THMA (CEMUHAPHI, MPAKTUYECKHUE 26
3aHATHUSA)
HNuast koHTaKTHas padoTa:
Kontponb camoctositenpHoii padoTsl (KCP)
[Tpomexyrounas arrectarums (UKP) 0,5
CamocrosiTesqibHasi paboTa, B TOM YHCJIE: 88
Kypcosas paboma/npoexm (KP/KII) (noocomosxa) 5
Koumponavnas paboma
Pechepam/acce (nodcomosxa)
Camocmosmenvroe usyyeHue paszoenos, Camonoo020mosKa
(npopabomka u nogmopeHue TeKYuoHHO20 MAMepuana u
Mamepuana y4eOHUK08 U y4eOHbIX N0COoOUlL, N0020MOBKA K
1abopamopHbvim u NPAKMUYECKUM SAHAMUSAM,
KOJLIOKGUYMAM U .0.)
IToaroToBka K TEKyIIEMY KOHTPOJIIO
KonTpos:
[ToaroroBka K 3K3aMeHy M 3a4eTy 12,5
O0mas Tpy10eMKOCTh yac. 144
B TOM YHCJIEe 43,5
KOHTAKTHAasA
padora
3a4. el 4

Paznensl (TeMbl) TUCIUTUIMHBI, H3ydaeMble Ha 3 Kypce (3a04Hast popMa 00ydIeHus)



Ne HammenoBanue pa3zznenos (Tem) Bcero KonnuecTtBo yacoB
AynautopHas Breaymuto
pabora pHas
pabota
J 13 | JIP | CPC
1 2 3 4 5 6 7

1 Beenenune. Ilonstne poxkymMeHTOOOOpOTa, €ro 7 1 1 5
KOJIMYECTBCHHBIC M KAYECTBEHHBIC MTApaMETPhI.

2 Perucrpamnust 1OKyMEeHTOB: Ielb, 3aJa4d, BUALI U 7 1 1 5
(bopMEI perucTpanuu OTHEIBHBIX TpyHII
JTOKYMEHTOB

3 CucteMa MHIEKCALMU JTOKYMEHTOB; CTPYKTypa 0a3 8 1 1 6
JAHHBIX 110 JOKYMEHTHON CHCTEME OpraHHu3aluu

4 Opranm3amusi  KOHTPOJSI 32 HCIIOJTHCHHEM 7 1 1 5
JTOKYMEHTOB. THITOBBIE M MHIMBUAYaJIbHBIE CPOKH
WCTIOJHEHUSI

5 [IpoekTupoBaHWEe CHUCTEM  JOKYMEHTOOOOpPOTA. 8 1 1 6
Opranuzanys panroHaIBHOTO JIBIDKCHUS
JJOKYMECHTOB BHYTPH OpraHH3alluH

6 Benenue MaccuBOB KaJpOBBIX JOKYMEHTOB, HX 7 1 1 5
y4eT, peTUCTpPAIHs, OTIEPaTHBHOE XpaHECHHE.

7 OcoOeHHOCTH 00PaOOTKH, PETUCTPALINU, XPAHCHUS 8 1 1 6
oOpalllcHU# rpa)IaH.

8 JloKkyMeHTalnoHHOe obecrieueHue paboThI 8 1 1 6
KOJUIETHANIBHBIX OpraHoB. Pa0oTa ¢ mokymeHTaMu
KOH(UICHINAIFHOTO XapakTepa

9 KommniekcHas u  JIoOKanbHasg  aBTOMaTH3allMsl. 8 1 1 6
Buenpenue KOMIIBIOTEPHBIX TEXHOJIOTUH
OpraHu3aIMU JOKYMEHT0000pOTa.

10 | Opranmsanus JIOKyMEHTOB B TEKyLIEeH 8 1 1 6
JIeSITENIbHOCTH TOJIPA3JIeNICHH U COTPYHUKOB

11 | Knaccudukanms JIOKYMEHTAIILHOTO ¢doHxa, 8 1 2 5
pa3paboTka W TPUMEHEHHE KJIACCU(PHKATOPOB
JOKYMEHTHON MH(MOpMAaIIUH

12 | ®dopmupoBaHue apXHBHOTO (DOHJIA OpraHU3AIHH. 8 1 2 5

13 | denompou3BOACTBEHHBIE CIYXKObI, UX CTPYKTYpa U 8 1 2 5
opraHu3anys paboThl.

14 | Meroaunueckoe obecrieueHue OpraHH3aIuu 8 1 2 6
JOKYMEHTAIIMOHHOTO O0OECIIeYeHUsl YIpaBICHUS B
OpraHM3alMy.

15 | HopmupoBaHue opraHusamus Tpyna B pabote ¢ 9 2 2 5
JIOKYMEHTaMH

16 | OcoOeHHOCTH OpraHM3aluy JTOKYMEHTO00OpOoTa U 10 2 2 6
00pabOTKH IOKYMEHTOB 3a pyOexkoM. 3akioueHue
HNTOI'O no pa3nenaM TUCHUILUINHB 128 18 22 88
Kypcosas paboma 5
Kontponb camocrositenproii padoTsl (KCP)
[Mpomexxyrounas arrectamus (MKP) 0,5
[TonroroBka K TEKYIIEMY KOHTPOJIIO 12,5
O0mas TpyI0eMKOCTh IO AMCHIHUTUIMHE 144

[Ipumeuanue: JI — nexuuu, [13 — npaktuyeckue 3ausaTus / cemunapsl, JIP — maboparopusie 3ausatus, CPC
— caMocCTosITeNbHAs paboTa cTyIeHTa

KypcoBbie padoThI: peycMOTpPEHBI

®opMa NpoBeJeHNs ATTeCTAIMH 10 JUCHUIUINHE: 3a4€ET, IK3aMEH

ABTOp: A0LEHT KadeApsl OOLIero, CTPaTerniyeckoro, MHGOPMALMOHHOIO MEHEIXMEHTa W OH3Hec-
MIPOLIECCOB, KAHAUIAT UCTOpP. HAayK, NoleHT Toauka M.B.



