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

Heanb AMCHUILIAHBI:

Ha OCHOBaHUM TEOPUH M TPAKTHUKH HAyYHO OOOCHOBAHHBIX MPUHIMIIOB M METOJIOB COBPEMEHHOTO
JOKYMEHTAIIMOHHOT0 0becneueHus ¢(hOpMHUPOBATh Y CTYACHTOB LIEJIOCTHOE IPECTABICHUE HAa TAKUE BHIbI
npodeCCHOHAIBHONW [JEeSTENbHOCTH, KaK rpaMoTHass W 3¢¢EeKTHBHAs OpPraHu3alds COBPEMEHHOI'O
JIeIIONPOU3BO/ICTBA.

3agayu AMCHUTJIMHBI:

- HCCIIEAOBaTh 3aKOHOMEPHOCTH (DOPMHUPOBAHUS TOKYMECHTAIbHBIX YIPABICHYECKUX CHCTEM H
TEXHOJIOTHH B HMX HMCTOPHYECKOM pAa3BUTHH, COBPEMEHHOE COCTOSHUE M MEPCHECKTHBBI Pa3BUTHUS
TEXHOJIOTHH, OOIIWEe M YacTHBIE METOJbl HCCICNOBAaHMS W MPOCKTHPOBAHHUS O(QHCHBIX CHUCTEM
JIOKyMEHTO0000pOTa, CHOCOOCTBYIOIMINX ()OPMUPOBAHUIO Y CTYIEHTOB METOAMYECKH OOOCHOBAaHHBIX
MOJXONOB K PEIICHUIO MPaKTHUECKHX 3aJad JOKYMEHTAllMOHHOIO o0ecredeHHs BO Bcex cdepax
YIpaBIEHUYECKOH 1A TeNIbHOCTH;

- IOJYYIUTh NPEACTABICHUE O HOPMAaTHBHO-METOANYECKOH 0a3e NeI0NpPOU3BOICTRA;

- 03HAKOMHTHCS C COBPEMEHHBIMHU TPEOOBAaHUSIMHU 110 COCTABIICHUIO TOKYMEHTOB,;

- copMHUPOBATh Y CTYJCHTOB MHEHHE O PAIMOHATBHBIX OJX0/IaX K OPraHU3alry PadOThI C TOKYMEHTAMH
B OpraHM3aIHH.

MecTO IMCUMILIMHBI B CTPYKTYpe 00pa30BaTe/IbHOI NPOrpaMMbl

Huctummuna B1.0.18 «Opranuzanus u texnonorus JJOY» oTHocuTcs k 00s3arenbHOM yactu bioka 1
«ucuurumael (MOy K )» yueOHOTO TUIaHa.

JuctummHa n3ydaercs Ha 3 Kypcee B 5 U 6 ceMecTpax o9HOi (popMBbl 00ydeHus], 0a3upyeTcs Ha 3HAHUSX,
YMEHHUSX M HaBbIKaX, IOJYYCHHBIX Ha HEPBOM M BTOPOM Kypce MOArOTOBKM. B cBoro ouepenp oHa
obecrieyrBaeT UW3y4yeHHE  CleAyOMMX AucuumuinH:  OpraHu3andoHHOE, HWH(QOPMAIMOHHO -
JOKYMEHTAIIHOHHOE O0OecreucHne JesTENbHOCTH PyKOBOAWTENSl opraHu3auuu, MubopmannonHo -
JOKYMEHTAIIMOHHOE 00eCIeYeHue MIPEICTaBUTEIbHBIX OPraHOB BIACTU U yIIpaBieHus, HpopMauoHHo -
JIOKYMEHTAIIHOHHOE 00ecTiedeHne JISITeIbHOCTH HEKOMMEPUECKUX OpPraHu3aluii u Jip.

VYyeOnas mporpamma aucuuiuiiael b1.0.18 «Opranuzanus u texnonorus HOY» mpenycMmaTpuBaer
NpoBelleHHE 3aHATHH B (opMme JeKuui, npakTHYecKux 3aHATHi. OHa MOATOTOBJICHA B COOTBETCTBUH
TpeOoBaHUsMH, IpeabsiBieHHbIMH ¢ TpeboBanusiMu PI'OC BO 3++. JlocTmkeHue Leny COpoBOXKIACTCS
pacKpBITHEM TIepe]] CTyIeHTaMH (pYHIaMEHTAIbHBIX 3HAHUH B 00J1aCTSIX CBA3aHHBIX C TPUMEHEHUEM OCHOB
OpraHu3alMy U TEXHOJOTHH JOKYMEHTALMOHHOTO O0ECIICUeH sl YIIPaBIeHHs, KOTOPBIE B COBOKYITHOCTH C
HENpEephIBHBIM OOHOBJICHHEM M HM3MEHEHHMSIMU B alIlapaTHBIX CPEICTBAX HAXOISIT BaKHOE MECTO B
(dbopMHupOBaHIH HHPOPMAIMOHHO- TEXHOJIOTHIECKOTO MOTEHIIMAA IPEIPUSITHS, YTO 00ECTIEUUT MPOYHOE
Y CO3HATENILHOE OBJIAJICHHNE CTYACHTaMN OCHOBAMH 3HAHHH O TIPOIleccax MOJydeHus], XpaHeHHs, Iepeaadn
1 ipeoOpa3oBaHus WHPOPMAIIHH.

3HaHHe JTAaNoB OPraHMW3alMH U aKTYaJIbHBIX TEXHOJIOIHH JOKYMEHTALMOHHOT'O 00ECIICUEeHHs! YIPaBICHHS
B KOMIIAaHMM HEOOXoAMMO JUIs ycmexa Jo0oro cmenuanucra B cdepe JOKYMEHTOBEICHUS U
apxuBoBezaeHus. [lepen cTyaeHTaMH pacKpbIBAlOTCA 3HAUYEHUs] MH(GOPMALUU B Pa3BUTUH COBPEMEHHOTO
obmiecTBa. B xone oOyueHns cTyIeHThI JOJKHBI HAYUYUTHCS CO3HATEIBHO U PALMOHAIBHO HCIOJIb30BaTh
BO3MOJKHOCTH, TPEIOCTaBIsIEeMble KOMIBIOTEPHOW TEXHUKOW, /IS pEUmIeHHs pa3HOOOpas3HbIX
YIpaBIeHYECKHX 3a/1a4.

TpeGoBaHMA K YPOBHIO OCBOEHUSI JUCHUIITHHBI

W3ydyenne nanHO# y4eOHOW MUCIUIUIMHBI HANIPABIEHO Ha (pOpMHUpOBaHME Y OOYYAIOIIMXCS CIIEAYIONINX
KOMIIETEHIIUN:

KOJI U HAaMMCHOBAHHE HHAHWKATOpa PeSy.TIBTaTI)I 06yquHs[ 110 AUCIIUITJIMHE
JOCTHXKCHHUSA KOMIICTCHIINU
OIIK-2. Cnoco0eH HAX0AMTh OPraHU3aLMOHHO-YIIPaBJeHYeCKHe PellleHUs] IPH pPelleHn: 3a/1a4 B
chepe cBoeil npodeccHOHATLHOM JeSITeIbHOCTH




OIIK-2.1. CnocobeH pemarb 3agadu

B OpraHu3aluu u
JOKYMECHTAllUOHHOM  00ecreueHUn
yIpaBIEHUS

3HaeT Tmpoleaypy pellieHus 3agad B OpPraHu3aluud U
JIOKYMEHTAIIHOHHOM 00ecTieueHUH YIIpaBIeHUs

YMeeT pemath 3aaud B OpraHU3alMU U JOKYMEHTAIMOHHOM
o0ecrnedeHu  yrpaBieHUs

Brnageer HaBeikamMm pemieHHs 3agad B OpPTaHU3AlUU |
JIOKYMEHTAIIMOHHOM 00ecTieueHUH YIIPaBIeHHs

OIIK-2.2. YyactByeT B pa3paboOTKe
OpraHU3alMOHHO-YIIPABICHYCCKUX
pereHnit B cthepe cBOEH
poheccCHoHaIbHON IeATETbHOCTH

3HaeT kak pa3paldaThiBaTh OPraHU3AIMOHHO-YIPABICHUYECKUE
penieHus B cepe CBoel MpoheCCHOHAIBHOM NesSTeIbHOCTH
YmMmeer paspabaTbiBaTh  OpraHU3AllMOHHO-YIPABICHUCCKUE
pemeHus B chepe CBoeH MpoQeCcCHOHATEHON NeITeIbHOCTH
Bnageer HaBBIKAMH pa3zpaboTku OpraHU3aluOHHO-
YIIpaBlIeHYECKUX PEUIeHH B cepe cBoei nmpodeccnonaarHON
JIeSITEITBHOCTH

OIIK-3. CnocoGeH NMpUMeHATH TeopeTHYeCKHe 3HAHHUS /JISl pelleHHsl MOCTABJEHHBIX 3a1a4 B
00J1aCTH JOKYMEHTOBEIeH!sI M APXUBOBEAEHUSI

OIIK-3.1. Criocoben peumaThb
NOCTaBJICHHbIC 3a4a4d B 00JacTH
JIOKYMEHTOBE/ICHUS u
APXHUBOBCACHUA

3HaeT aJIrOPUTM PEIICHUS IOCTaBJICHHBIX 3aJa4 B 00JaCTH
TIOKYMEHTOBEICHHS U apXUBOBEICHUS
YMeeT HaXOAWTh pEIIeHUs TOCTABJICHHBIX 33/7ad B 00JacTH
JIOKYMEHTOBEICHUS U apXUBOBEICHUS
Bnazeer HaBbIKaMU pEIICHHUS IMOCTABJICHHBIX 3a/1a4 B 00JIACTH
JIOKYMEHTOBE/ICHHSI M apXUBOBEICHU

OIIK-3.2. YgacTByeT B pa3paboTke U
pcain3anu IOCTAaBJICHHBIX 3aJia4 B
o0macTd  JOKYMEHTOBENCHHS U
apXWBOBEICHUS

3HaeT Kak pa3pabaThiBaTh W PEaAM30BBIBATH ITOCTABJICHHEIC
3aJ1a4y¥ B 00J1aCTH JOKYMEHTOBEACHHS U apXUBOBEICHHSI
YmMeeT pa3pabaTbIBaTh M peaTH30BhIBATH TOCTABICHHBIE 331a91
B 0071aCTH JOKYMEHTOBEJICHHUS U apXHUBOBEICHUS

Brnazeer HaBblkaMu pa3pabOTKH U peaU3alUU MOCTABICHHBIX
3aJ1a4 B 00J1aCTH JOKYMEHTOBEACHHS U apXHUBOBEICHUS

OIIK-4. Cnioco0eH MOHUMATh MPUHIHIBI PA60THI COBPEMEHHBIX HHPOPMANMOHHBIX TEXHOJIOTHH
U UCI0JIb30BATh UX 1A pelieHusl 32124 NpodeccHoHATbHOIM 1esiTeJIbHOCTH

OIlK-4.1. IloHumaer NTPHUHIUIIBI
paboTHI COBPEMEHHBIX
WHPOPMALMOHHBIX ~ TEXHOJIOTUH B

OpraHu3anuu

3HaeT NPUHIMIIEI PabOThI COBPEMEHHBIX HH(OPMAIIMOHHBIX
TEXHOJIOTHI B OPraHU3aIuK

YMeeT HacTpouTh padoTy MH(DOPMAIMOHHBIX TEXHOJOTHUH B
OpraHU3aIuu

Bnameer  HaBbikaMH  PabOTHI
TEXHOJIOTHSIMU B OPTaHU3aIH

¢  MH()OPMAIMOHHBIMU

OIIK-4.3. IlpumeHsieT COBpeMEHHBIE
nHGOPMALMOHHBIE TEXHOJOTHU JUIS
pemieHus 3afad MpoecCHOHATBHOM
JEeSTeNbHOCTH

3HaeT Kak NPUMEHATh COBPEMEHHBbIE HH(OPMAIMOHHBIE

TEXHOJIOTMM JUIsI  pelIeHus 3agad  NpogeCCHOHAIbHOU
JeATEIbHOCTH

YMeer  mpUMEHSTh ~ COBpeMEHHble  WH(OpMaIMOHHBIC
TEXHOJIOTMM JUIsI  PEUIeHus 3agad  NpogeCCHOHAIbHOU
JeATEIbHOCTH

Buiageer HaBBIKAMU IIPUMEHEHUS COBPEMEHHBIX
WH(OPMAITMOHHBIX ~ TEXHOJNOTWH A pemeHwus  3aaad

poecCHOHATbHON IESATEIhHOCTH

IIK-4. CrnocoGeH ocylIecTBJIATD
3JIEKTPOHHOT'0 IOKYMEHT0000pOTa B

padoThl MO0 NPOEKTHPOBAHMIO U BHEJAPEHHI) CHCTEMbI
cepe TOKYMEHTAIIMOHHOI0 YIIPABJIEHHUsI OPraHU3aAMHU

IIK-4.1. YgactByer B pabote 110

MPOCKTUPOBAHUIO W BHEAPCHHIO
CHCTEMBI AIIEKTPOHHOTO
JIOKYMEHT0000pOTa B chepe
JOKYMEHTAIIMOHHOTO

YHpaBJICHUSA OpTraHU3alun

3HaeT KaK MPOSKTHPOBATH U BHENIPSATH CHCTEMBI JICKTPOHHOTO
JIOKYMEHT0000pOTa B chepe JOKyMEHTAITMOHHOTO YITPABICHUS
OpraHu3aInN

YMeeT MpOeKTUPOBATh M BHEIAPITH CHUCTEMBI JJICKTPOHHOTO
JIOKYMEHT0000pOTa B chepe JOKyMEHTAITMOHHOTO YITPABICHUS

OpraHusaiuu
BnaneeT HaBbIKaMM IPOCKTUPOBAHUA W BHEAPCHHA CUCTEMBL
AJIEKTPOHHOTO JIOKyMEHT0000pOTa B cthepe

AOKYMCHTAIMOHHOI'O YIIPABJICHUA OpTraHU3alun




[IK-4.2.  CmocobeH  mpuMeHATH | 3HaeT KaK IIPUMEHSTh CUCTEMBI 3JIEKTPOHHOI'O

CUCTEMBI ANEKTPOHHOTO | TOKyMEHT0000poTa B chepe JOKYMEHTAIMOHHOTO yIIPaBICHUS
JOKyMEHT0000poTa B cdepe | opraHuzanuu

JIOKYMCHTAIIMOHHOTO  YIPABJICHHUS | YMEET IPUMEHSITh CUCTEMBI 3JICKTPOHHOTO JIOKYMEHTO000pOTa
OpTraHM3alNN B c(hepe TOKYMEHTAIIIOHHOTO yIPABICHHUS OPTaHU3aluN

Brnageer HaBplkamMu pabOTBI C CHCTEMaMH AJIEKTPOHHOTO
JIOKYMEHT0000pOTa B chepe JOKYMEHTAIIMOHHOTO YITPABIICHUS
OpraHu3aluu

Conep:xaHue TUCHUITUHBI

Pacnpenenenue BuaoB yueGHOH paboThl U MX TPYAOEMKOCTH 110 Pa3liesiaM JUCHUIUINHBI.

OObmast Tpy10EMKOCTh TUCHUILUIMHBI cocTaBisieT 4 3a4. en. (144 yaca), ux pacnpeneneHue no Bujaam padoT
MIPEICTABIICHO B TAOIHIIE

Bungst pabot Bcero ®dopma 00yIeHHS
94acoB ouHasl
5 cemectp 6
ceMecTp

KonTakTtHas paboTa, B TOM 4ncCIe:
AyauTOpHBIE 3aHATHSA (BCEr0):

3aHaTHs JEKIIHOHHOTO TUIIA 16 16
JlaGopaTopHbie 3aHSATHUS

3aHATHA CEMHHAPCKOTO THNAa (CEMHHAPHI, MPAKTUYECKHE 16 16
3aHATHA)

HMuast koHTaKTHAs1 padoTa:
Kontpons camoctositensroii padotsl (KCP)

[Tpomexyrounas arrectarms (KP) 0,2 0,3
CamocTosiTeIbHAsi padoTa, B TOM YHCJIe: 39,8 8
Kypcosas paboma/npoexm (KP/KII) (noocomosxa) 5
Koumponvnas paboma

Pechepam/acce (noocomosxa)

CamocmosimenvHoe usyuenue pazoenos, Camonoo2omosKd
(npopabomka u nosmopenue JIeKYUOHHO20 Mamepuana u
mamepuana y4eOHuUKo8 u yuebHvlx nocobutl, no020moeKa K
abOPaAmMopHbIM U NPAKMUYECKUM 3AHAMUIM, KOJUIOKGUYMAM

um.o.)
[loaroToBka K TEKyIeMy KOHTPOJIIO
Koutpoan:
[ToaroroBka K 3K3aMeHy U 3a4eTy 26,7
O0masi Tpy10eMKOCTh Jac. 72 72
B TOM 4YHCJIe 32,2 37,3
KOHTAKTHAs
pabora
3a4. el 2 2

Pazniernbl (TeMbI) TUCIUTUIMHBI, H3y4aeMble B 5 1 6 cemecTpax (ouHas Gopma)

Ne | HaumenoBanwue pa3ienoB (TeM) Bcero | KonnuectBo yacoB
AynuropHas Bueaynuro-
paboTa pHas paboTa
JI I3 | JIP | CPC

1 2 3 4 5 6 7
1 | Beenenue. Ilonarue  ngokymeHToOOOpOTa, €O 7 1 1 5
KOJINUECTBEHHBIC M KAUECTBEHHbIEC TApaMETPBhIL.

2 | Perucrpanus MDOKYMEHTOB: I€Jib, 3aJla4d, BHIbI U 8 2 2 4
(hopMBI perucTpalvy OTACIBHBIX IPYNI JOKYMEHTOB

3 | Cucrema mHIEKcallMd JITOKYMEHTOB; CTPyKTypa 0a3 7,8 1 1 5,8
JAHHBIX 110 JOKYMEHTHOH CUCTeME OpraHu3aluu




4 | Opranuzanus KOHTpOJIA 3a HCIIOJTHEHUEM 8 2 2 4
JOKyMEHTOB. THIIOBBIE W WHIVBHIYaJIbHBIE CPOKH

UCIIOJHEHHS

5 | [IpoekTupoBaHue  CHUCTEM  JOKYMEHTOOOOpOTA. 8 2 2 4
Opranuzanus palMOHATIBHOTO JIBYDKCHUST
JIOKYMEHTOB BHYTPH OpPTaHHU3aIuu

6 | Bemenue MaccHBOB KaJpOBBIX TOKYMEHTOB, X yYeT, 8 2 2 4
pETHCTpalusl, OTIEPAaTUBHOE XpaHCHHE.

7 | OcobenHoctu 00paOOTKH, PETHCTPAIM, XPaHEHHUS 8 2 2 4
o0OpareHuit rpakIaH.

8 | JokymeHTallMOHHOE o0ecrieyeHue paboTsl 8 2 2 4

KOJUISTHaJbHBIX OpraHoB. PaboTa ¢ JOKyMEHTamu
KOH(HUACHIMAIHHOTO XapaKkTepa

9 | KomruiekcHas ¥ JIOKaJlbHAas — aBTOMATH3aIHSL. 9 2 2 5
Buenpenue KOMITBIOTEPHBIX TEXHOJIOTHIA
OpraHM3alMy JOKYMEHTO000pOTA.
NTOI'O mo pa3nenaM JUCIHATUIMHBI 71,8
KoHTpons camoctosTensHoi padoThl (KCP) 16 | 16 39,8
ITpomexyTtounas arrectauus (MKP) 0,2
[ToaroroBKa K TEKyIIeMY KOHTPOIIO
O0mas TpyA0eMKOCTh TI0 AUCIUTUIHHE 72
6 cemecTp
1 | Opranms3anusi JOKYMEHTOB B TEKYIIEH EATEIbHOCTH 5 2 2 1
MOJpa3/IeJICHUN U COTPYTHUKOB
2 | Knaccuduxanus JIOKYMEHTAJILHOTO (donna, 5 2 2 1

pazpaboTka ¥ TPUMEHEHHE KIACCU(PUKATOPOB
JIOKYMEHTHOH MH(MOopManuu

3 | ®opmupoBaHKe apXUBHOTO (POHIA OpraHHU3AIINY. 5 2 2 1
4 | Jlenonpou3BOACTBEHHBIE CITYy>KOBI, UX CTPYKTypa H ) 2 2 1
opranusaius padoThl.
5 | Meroauueckoe obecrieueHue OpraHH3aIun 9 4 4 1
JOKYMEHTAIIHOHHOTO 00eCleueHus YIpaBICHUS B
OpraHu3allvy.
6 | HopmupoBanue opraHusamusi TpyJa B pabore ¢ 6 2 2 2
JIOKYMEHTaMH
7 | OcoOEHHOCTH OpraHu3aluk JOKYMEHT0000pOoTa U 5 2 2 1
00pabOTKH TOKYMEHTOB 3a pyOexoM. 3aKkiIoueHne
NTOI'O no pazgenaM JUCHUILUIHHbBI 49 16 16 8
KonTtpoins camocrostensHoit paboTsl (KCP)
[Mpomexyrounas arrectanus (MUKP) 0,3
[ToAroTOBKA K TEKYIIEMY KOHTPOJIIO 26,7
O01mas TpyI0eMKOCTh TI0 JUCIUTUIHHE 72

[Ipumeuanue: JI — nekunn, 113 — npaktuueckue 3anatust / cemuHapsl, JIP — naboparopusie 3anstus, CPC
— camMocTosTeNbHas paboTa CTy/ieHTa

KypcoBbie padoThI: peycMOTpPEHBI

(I)opMa NnpoBE€ACHUA aTTECTAlUU MO JTUCHUIVIMHE: 3a4€T, OK3aMCH

ABTOp: nomeHT Kadenpsl oO0IIero, CTpaTernyeckoro, WH(POPMAIMOHHOIO MEHEKMEHTa W OW3Hec-
MPOLECCOB, KaHAUAAT UCTOP. HayK, oueHT Toauka M.B.



