AHHOTanus padoueii NporpaMMbl JUCHUNJIMHBI
b1.0.17 JOKYMEHTOBEJIEHUE

HanpasjeHue noaroToBKu/cnenuaabHocThb 46.03.02 JlokyMeHTOBEIEHUE U apXUBOBEACHUE
O0bem TpynoeMkocTu: 144 yac. = 4 3a4eTHBIC €AUHUIIBI

eab (MCHUNINHBI:

4gepe3 CHCTEMHOE pPAacCMOTPEHHE JOKYMEHTa — €ro CYIIHOCTH, CTPYKTYPBI, CBOWCTB, (YHKIIHIA,
KJIAaCCU(UKAIUH, POJIM U MECTa B CHCTEME JTOKYMEHTHOW KOMMYHHUKAITUN — YCBOUTH HUCIOJIb30BaHUE
MpeAJiaraéMbIX B M3y4aeMOM Kypce 3HaHUM.

3agaun TUCHUILIMHBI:

- O3HAaKOMHTH CTYJIEHTOB C TMIOCJIEJAHUMH aKTYaJIbHbIMUA OQUIMATBHBIMA, HOPMATHBHBIMU U
WHCTPYKTUBHO-PETIIAMEHTUPYIOIIMMH JTOKYMEHTaMH, NCHCTBYIOIIMMHU Ha TeppuTopun Poccuiickoit
®denepanny;

- c(hopMHUpPOBATh y CTYICHTOB CHCTEMHOE IPEJCTABICHUE O CYIIHOCTH, CTPYKType, QyHKIMAX, U
MHOTOO0Opa3uy JTOKYMEHTOB, COCTAaBIJIAIONIMX OCHOBY JOKYMEHTHOM JOKyMEHTaluu H (OHIOB
O6ubnmoTek, MHPOPMAIIOHHBIX [IEHTPOB, APXUBOB, MYy3€EB;

- copMUpPOBaATh Yy CTYJAEHTOB ILIEJIOCTHOE NpECTaBlieHue 00 O0IIeTEOPEeTHUECKUX, UCTOPHUECKHUX,
METOAMYECKUX M OPTaHU3AIIMOHHBIX TPOOIeMax JOKYMEHTOBEICHHUS,

- cGopMHpOBaTh y CTYIEHTOB TNPAKTUYECKHE HABBIKM CO3JaHUS JOKYMEHTOB, HUX OOpabOTKH,
XPaHEHUsI U UCTIOJIh30BAHUSI.

MecTo AMCUMIVIMHBI B CTPYKTYpe 00pa30BaTeIbHON POrpaMMbl

Huctummuaa  B1.0.17  «/lokymeHTOBeieHHe» OTHOCHTCS K oOs3arenbHOM dacth broka 1
«JIucrumumael (MoTyNn)» y4eOHOTO TUIaHa.

JlucuuniuHa u3yJyaercs Bo 2 cemecTpe Ha o4yHOM (hopme U Ha 2 Kypce 3a04HOi (hopMbl 00ydeHus,
OasupyeTcs Ha 3HAHMSIX, YMEHHUSIX M HaBBIKaX, MOJYYEHHBIX Ha MEPBOM Kypce MOATOTOBKH. B cBOrO
ouepenb OHa OOeCTeYMBAET M3yUEHHUE CIEAYIOIUX IUCHUIUIMH: JIOKyMEHTHasl JIMHTBHCTHKA,
Pa3zpaboTka HOPMAaTHBHO-METOJMYECKHX JOKYMEHTOB opraHu3auuu, CucremMa IOKyMEHTAIU{
OpraHu3alMy U Jp.

VYyeOnas nporpamMma gucuumiusbl b1.0.17 «JlokymMeHTOBeieHHE» MPelyCMaTPUBAET MPOBEACHNUE
3aHATHH B (Qopme Jexiuid, NpakTHYecKux 3aHATHH. OHa MONrOTOBJIEHA B COOTBETCTBUH
TpeOOBaHUSAMH, TMpeabsBIeHHBIMU ¢ TpeboBanumsmMu OI'OC BO 3++. JlocTikeHue wLeiIu
COTIPOBOYXKIAETCS PACKPBITUEM TIEPE CTYACHTAMH (QyHIaAMEHTABHBIX 3HAHUH B 00JIACTAX CBSI3aHHBIX
C MPUMEHEHHEM OCHOB JJOKYMEHTOBEICHUS, KOTOPBIE B COBOKYITHOCTH C HETIPEPHIBHBIM OOHOBIIEHUEM
W UW3MCHEHUSIMH B allapaTHBIX CPEACTBAX HAXOIIT BaXHOE MECTO B (QOPMHUPOBAHUH
WH(GOPMAITMOHHO- TEXHOJOTUYECKOTO TOTEHIHANIa TMPEANPUSATHS, YTO OOECIEeYUT TNPOYHOE U
CO3HATENFHOE OBJIAJICHHE CTYJIEHTAMH OCHOBAaMH 3HAaHWH O TpOIEeccax IMONyYSHHS, XpaHEHHUS,
nepeaayn u npeodpazoBaHus HHOOPMAIIHH.

3HaHUe 3aKOHOJATENBLHOH M HOPMATHBHO-METOAMYECKOW Oa3bl B 00JacTH JOKYMEHTHPOBAHUS
yIpaBiIeHYE€CKOM MH(OPMALIMU, OCHOBHBIX TPEOOBAaHMI K O(OPMIICHHIO YIPABICHYECKUX TOKYMEHTOB,
HEOOXO0IMMO IS yCTiexa JIIo00ro CrielraiicTa B chepe TOKyMEHTOBEICHUs ¥ apXxuBoBeaeHus. [lepen
CTYJIEHTAMH PAcCKpBIBAIOTCS 3HAU€HUS MHPOpPMAIMU B Pa3BUTHH COBPEMEHHOro oduecTBa. B xoze
00y4YeHHs CTyIEHTHI TOJHKHBI HAYYUTHCS CO3HATEIHHO W PAIIHOHAIBHO MCTIONH30BATh BO3MOKHOCTH,
MIPEIOCTABIISIEMbIE KOMITBIOTEPHON TEXHUKOM, AJIsI PEICHHS pa3HOOOPa3HBIX YIPABICHUECKHX 3a/a4.
TpedoBanus K YypOBHIO OCBOEHUS TUCIUIIHHBI

N3yuenne naHHOM yueOHOW IMCHMIUIMHBI HAmpaBieHO Ha (opMupoBaHue y o0Oydaromumxcs
CIEAYIOINX KOMIIETEHIINN:

Kon u HammeHoBaHWe WHAMKaTOpa | Pe3ynbpraThl 00y4eHUs MO TUCHUILTHHE
JOCTHXKCHHNSA KOMIICTCHIINU
OIIK-2. CnocodeH HaXOIUTh OPraHU3AIMOHHO-YPAaB/IEHYECKHe PellieHHs TP PelleHn 32124 B
cepe cBoeii npodeccHoOHATLHOM JeSITeIbHOCTH

OIIK-2.1. OcymecTBiasieT MOUCK | 3HAET OCHOBBI NOHWCKAa 3aKOHOJATENbHOM M HOPMATHUBHO-
HE00X0 MO uHpOpMaIUY, | MeToJUUecKod MH(pOpMaIMM B OOJIACTH JOKYMEHTHPOBaHHUSI
yrpaBlieHYecKol HH(popMarmu




onupasch Ha pe3yJbTaThl aHAIW3a
MOCTaBJICHHOM 3aJaun

YMeeT  HWcKaThb ~ 3aKOHOAATENBHYIO U HOpPMaTHBHO-
METOAMYECKYI0 MHOOpMAIMIO B O0JIACTH JOKYMEHTHPOBAHUS
ynpaBlieHuYecKol HH(popMamu

Bnaneer HaBbIKaMU MOUCKA 3aKOHOAATEILHON 1 HOPMATHUBHO-
METOINYEeCKON MHPOPMANIHIO B 00JaCTH JOKYMEHTHPOBAHUS
yIIpaBiIeHIeCKOH HH(popMaIim

OIIK-2.2. YuacTByeT B pa3paboTKe
OpraHU3alMOHHO-YIIPABICHYCCKHUX
peteHuit B chepe cBoeit

poheccCHoHaIbHON AeATETbHOCTH

3HaeT OCHOBHBIE TPeOOBaHUS K 0POPMIICHUIO
yIpaBJIeHYECKUX JOKYMEHTOB

YMeeT nIpuMeHsITh 3HaHUS B IIporiecce opopmIreHus
YIIPaBIEHYECKHUX JTOKYMEHTOB

Brnaaeer naBeikaMu Oq)OpMJ'ICHI/IH YHOpaBJICHYECKUX
JOKYMCHTOB B COOTBCTCTBHUHU C Tpe6OBaHI/I$IMI/I

OpraHu3anun

IIK-2. Cnoco6eH Kk Opranu3aiuuy J0KyMeHTHPOBAHUSA YIIPABJIeHYECKOM AesiTeTbHOCTH B

[IK-2.1. Opranuszyet
JIOKyMEHTHUPOBaHUE YIIPABICHYECKON
JEeSITeTbHOCTH B OPTaHU3alliU

3HaeT OpraHM3alMOHHYI0 0a3y COBPEMEHHOH OpraHu3aluu
JIeTIOIPOU3BOJICTBA

YMeeT HacTpanBaTh MPOIIECCH IETONPON3BOICTBA B
OpraHU3alHH

Brnazneer HaBbIkaMu OpraHU3allvy JE€TONPOU3BOJICTBA B
KOMIIaHUH

[IK-2.2. [Ipumensier
nHGOPMALMOHHBIE CHCTEMBI B
yIpaBIEHYECKOM NeSTeTbHOCTH B
OpraHHu3aluU

3HaeT OCHOBBHI aBTOMATH3AIINH JICTIOMPOU3BOICTBA

YMeeT aBTOMaTH3HPOBATh IPOIECCHI IEIOPON3BOACTBA

YMmeer ABTOMATU3UPOBATH IMPOLCCCHI ACTONPONU3BOACTBA

Conepmaﬂne AUCHUIIINHBI

Pacnpenenenue Bu1oB yueOHOI pabOTHI U MX TPYJOEMKOCTH I10 pa3zesaM JUCIUTLTAHEI.
OO61mas TpyA0EMKOCTh TUCIUILTUHBI cOCTaBIseT 4 3a4. ef1. (144 yaca), ux pacrpeaeneHue mo BuIaM

paboT mpejcTaBiIeHO B TaOIHIIE:

Pazjennl (TeMbl) TUCHUILIMHBI, H3y4aeMble BO 2 cemecTpe (ouHas (popma)

Ne | HanmeHnoBaHue pa3zesnos (Tem) Bcero | KonnuecTBo yacos
AynutopHas Breaynuro
pabota pHas

paborta
J | 113 | JIP | CPC
1 |2 3 4 |5 6 7
PA3JIEJI I TeopeTnueckue OCHOBBI
JIOKYMEHTOBEIEHUS
1 | Beenenue B mpenmert. Llenu u 3amaum kypca. | 8 2 |2 4
Jlenonpon3BoACTBO Kak TIPEAMET HW3YYeHUs.
OcHoBHble  moHATUA. Mcropuss — pa3BuTHA
Jenonpoun3BoicTBa B Poccuu
3akoHOJaTeIbHas 1 HOpMaTHUBHO-MeToandeckas | 10 2 |2 6
6aza B obrnactu JIOKYMEHTHUPOBAHUS
ynpaBieH4ecKoil nHopMalu
TpeboBanust k Omankam u  odopmienuro | 12 4 |4 4
PEKBU3UTOB YNPaBJIEHUYECKUX JOKYMEHTOB
PA3JIEJI 1l. OcHOBBI COBPEMEHHOTO JEIONPON3BOJICTBA
CoBpeMeHHasl OpraHu3anus JeIoMPOru3BOCTRA. | 12 4 |4 4
Cnyx0a JOKyMEHTAI[MOHHOTO OOecreyYeHus
yTIpaBJICHUSI.
MeTozp! 1 ciocoObl JOKYMEHTUPOBAHUS 12 4 |4 4




Perucrpanus JIOKyMEHTOB. KonTtpons | 12 4 |4 4
WCTIOJIHEHUS! IOKYMEHTOB

@®opmupoBanue  u  xpaHenue gen B |10 2 |2 6
JICJIOTIPOU3BOICTBE

[MogroroBka w mepemaya Jen B apxus. | 12 4 |4 4
DKcriepTu3a  LEHHOCTH  JIOKYMEHTOB B

JIeJIOTIPOU3BOICTBE.

Opraau3anys apxXuBHOTO XpaHEHUs JOKYMEHTOB | 8 2 |2 4
ABTOMaTH3aIMs JIETONPOU3BOJICTBA. 8 2 |2 4
NTOI'O no paznenam AUCITUTUIIMHBI 104 30 | 30 44
KoHnTtposb camocTositenbHOM padoThl (KCP) 4

[Ipomesxytounas arrectauus (MKP) 0,3

IToAroToBKa K TEKyIIEMY KOHTPOJTIO 35,7

OO0m1ast TpyJOEMKOCTh IO JIUCHUILIAHE 144

KypcoBblie padoTbl: HE IpeayCMOTPEHBI
®opma npoBeeHUs aATTeCTALUM 10 AUCLIUIUINHE: 3K3aMEH

ABTOP: JOICHT Kadeapbl 00MIero, CTpaTernaecKoro, HHHOPMAXOHHOTO MEHEIKMEHTA 1 OH3HeC-
MPOLIECCOB, KaHJl. UCTOP. HAyK, JoueHT Toauka M.B.



