AHHOTaMs1 pabdoyeii MPOrpaMMbl THCIUILIHHBI
b1.B.03.01 JOKYMEHTALINOHHbBIN U APXUBHBIU MEHEJKMEHT

Hanpagsiienue noaroroBku/cnenuaibHocTb 46.03.02 JlokyMeHTOBEIeHUE U apXUBOBEICHHEC

O0bem TpynoemkocTu: 108 yac. = 3 3a4eTHBIC €IUHULIBI

Meanb AMCHUNIMHBI.

MOATOTOBKA OakaiaBpoB K Oymymieil mpodecCHOHAIbHON JeATEeIbHOCTH HAa OCHOBE H3YUYCHUS
OCHOB JIOKYMEHTAIIMOHHOTO U apXHUBHOT'O MEHEI>)KMEHTA.

3agauu AMCHMILINHBIL

- W3Y4YUTh HOPMATHBHO-IIPABOBYIO 0a3zy YIpaBICHHUs JOKYMEHTaMHU U OOECIEeUYHBAOILYIO
JeSITeILHOCTh apXUBHOU oTpaciu B Poccuu 1 3a pyOexom;

- BBISIBUTH BJIMSHUE LM(POBHU3ALMU HA YIpaBJICHHE AOKYMEHTAaMH B acCIEKTax: MpOorpaMMHOE
oOecrnieueHue; 3aluTa JaHHbIX; KaJpoBas [OJIUTHKA;

- IpUOOpecTH M 3aKpenuTh IPAKTUYECKHE HAaBBIKM BBISABICHHS OCHOBHBIX Ipo0JieM B
OpraHu3aluu U JEATEIbHOCTH COBPEMEHHBIX apXUBOB U IPUMEHEHMS KPEAaTUBHOIO MOAX0Ja K
IIOMCKY NEPCIIEKTUBHBIX IIyTEH UX PEILEHUS.

MecTo AMCUMILINHBI B CTPYKTYpe 00pa30BaTeibHOM MPOrpaMMbl

Hucturnnuna b1.B.03.01 «/lokymMeHTaIlmOHHBIN U apXUBHBIM MEHEIHKMEHT» OTHOCUTCA K Biioky
Juctunnuuel (Moxynu), GopMUPyEeMOi y4acTHUKOM 00pa3oBaTellbHBIX OTHOLICHHH Moaynb 3
«ApXUBHAas ICATEIHLHOCTEY» YICOHOTO IIaHa.

JucnuninHa u3ydaercs B 7 cemecTtpe Ha 04HOU (opMe U Ha 4 Kypce 3a04HOi GopMbI 00ydeHHUS,
OazupyeTcss Ha 3HAHUSAX, YMEHUAX M HaBBbIKaX, MOJYYECHHBIX Ha TMEPBBIX TpeX Kypcax
NOATOTOBKUA. B cBol0 ouepenb oHa oOecrieurMBaeT M3Y4YEHHUE CIEAYIOMIMX TUCIUILINH:
[udpoBbie TexHOJOTMM B JOKYMEHTOBEACHHUU W apXuBOBeAcHUH, (OCHOBBI KOHTPOJIBHOU
JESITEIbHOCTH B IOKYMEHTOBEACHUH U apXUBOBEICHUU, U JIP.

Vuebnas nporpamma guctuiiuabl  b1.B.03.01  «/lokymeHTanmoHHBI W apXWUBHBIN
MEHE/PKMEHT» TpeIyCMaTpUBAeT IMPOBEICHUE 3aHATHH B QopMe JEeKIUH, MPaKTHYECKHX
3aHsATUid. OHa TOATOTOBJICHAa B COOTBETCTBUU TpPEOOBAHUSIMH, TPEABSIBICHHBIMH C
tpeboBanusimu ®I'OC BO 3++. JlocTukeHHE IIed COMPOBOXKIACTCS PACKPBITHEM TMEpen
CTyleHTaMH (yHIaMEHTaJIbHBIX 3HAHUW B O0JIACTAX CBS3aHHBIX C TPUMEHEHHEM OCHOB
JOKYMEHTAllHOHHOTO M apXWBHOTO MEHE/)KMEHTAa, KOTOPhIE B COBOKYIMHOCTH C HENPEPHIBHBIM
OOHOBJIGHHEM ¥ W3MEHEHHUSMU B amMlapaTHBIX CpPEICTBaX HAaXOMSIT Ba)XHOE MECTO B
dbopmupoBaHur UHGOPMAIIMOHHO- TEXHOJOTMYECKOTO TOTEHIHANa MPEANpUsTHS, YTO
o0ecneuuT MpoOYHOE M CO3HATENIbHOE OBJIAJCHHE CTYIAEHTAMHU OCHOBAMHU 3HAaHHUI O mpoleccax
MOJTy4eHUsl, XpaHEeHHUs], Iepelayn U Mpeodpa3oBaHus HH(OPMALIUH.

3HaHUE OCHOB YIPaBIEHUSA JIOKYMEHTAaMH B COOTBETCTBHM C HOPMAaTHUBHO-TIPABOBBHIMU
TpeOOBaHUSIMU, YMEHHE OPHEHTHUPOBATHCS B COBPEMEHHBIX TEHJIIEHIUSX Pa3BUTHS OTPACIU
JIOKYMEHTOBEJICHUSI U apXUBOBEJCHUS, 3HAHUE KaK HCIOJIb30BaTh MU(PPOBHIE TEXHOJIOTUU MJIs
pemieHuss TpoOlieM B OpraHU3alMd U JIEATEIbHOCTH COBPEMEHHBIX apXWBOB U IOHCKa
MEePCIEKTUBHBIX MyTEH MX PEUIEHUs — BCE 3TO HEOOXOIUMO JIJIsl yCIiexa J000To CeHancTa B
chepe JTOKYMEHTOBEIEHUs M apxuBOBeAeHUsA. llepen CTyAeHTaMH pacKpBIBAIOTCS 3HAUCHUS
uH(popManu B pa3BUTHU COBPEMEHHOTO oOmiecTBa. B xome oOydeHHsS CTyACHTHI JOJKHBI
HAay4YUThCS CO3HATEJIbHO M PAIMOHATIBHO HCIOJIb30BaTh BO3MOXKHOCTH, MPEAOCTaBIIIEMbIE
KOMITHIOTEPHOM TEXHUKOM, JJIsSI pEIICHUsI Pa3HOOOPa3HBIX YIIPaBICHYECKUX 3a71a4.

TpeOoBaHNsI K YPOBHIO OCBOCHUS U CIUTIIUHbBI
W3ydyenune naHHOW y4eOHON AMCUMILIMHBI HAMpaBleHO Ha (OPMUPOBAHHE Y OOYUAIOIIMXCS
CIEAYIOIUX KOMIETEHIIHI:



KO,I[ 1 HAUMCHOBAHUC
HWHIOWKATOpa JOCTUIKCHUA
KOMIICTCHIIMH

P C3YyJIbTAThL 06y‘l€HI/ISI IO JUCHUILIINHE

ITK-8. Cnoco0eH nocTPONTh CHCTEMBI APXHBHOI'0 XpaHeHHsl JieJ1 (1I0KYMEHTOB) B OpraHu3anuu

I1K-8.1. [leMoHCTpUpYET 3HAHUS
HIOCTPOCHHUS CHCTEMBI ApXHBHOTO
XpaHeHus aen (IOKyMEHTOB) B
OpraHu3aluu

3HAeT OCHOBBI IMOCTPOCHUS CUCTEMBI APXHUBHOI'O XpaHEHHUS eI
(IOKyMEHTOB) B OpTaHM3AINH, ONMHUPAsSCh HA MPUHIIAITEI APXUBHOTO
MEHEKMEHTA

YMeeT co3aBaTh CUCTEMBI ApXHUBHOTO XpaHEHHUS A€ (IOKYMEHTOB)
B OpraHU3ally, ONHUPAsICh Ha IPUHIMIIBI ApXUBHOIO MEHEIPKMEHTA

Brnanmeer HaBhIKaMu CO3MaHUS CHCTEMBI APXHWBHOI'0 XpaHCHUA OCIT
(ILOKYMGHTOB) B OpraHu3anyi, onvpasCb Ha NPUHIUIIBI apXHUBHOI'O
MCHCIP)KMCHTAa

[IK-8.2. Yyactsyer B
(hOpMHUPOBAHUN CUCTEMBI
ApXUBHOTO XpaHEHUS Jell
(mOKYMEHTOB) B OpraHH3alul

3Haer sTanbl (POPMUPOBAHUS CHUCTEMBI APXWBHOTO XPAaHEHUS el
(TOKyMEHTOB) B OpTaHM3AINH, ONUPAsSCh HA MPUHIIAITEI ApXUBHOTO
MEHEKMEHTA

Ymeer (opMHpOBaTH CHCTEMBI apXMBHOTO XpaHEHHS el
(1IOKYMEHTOB) B OpraHM3aLUH, ONUPAsCh Ha IPUHLUIIBI APXUBHOTO
MEHEDKMEHTa

Bnaneer HaBbikamMu (hOPMHUPOBaHUS CHCTEMBI apXHUBHOTO XPaHEHHS
JIen (JOKYMEHTOB) B OpraHHM3alld, ONHPAsCh Ha TMPHUHLUIBI
apXMBHOI'O MEHEIDKMEHTA

ITK-9. Cnioco0eH K BHeIPEHHIO CUCTEMbI 3JIEKTPOHHOI0 APXMBA OPraHU3aAIUMN

[1K-9.1. JlemoHCTpHpyeT 3HaHUS
TEXHOJIOTHI CUCTEMBI
3IEKTPOHHOTO XpaHEHUA
JIOKYMEHTOB B OPTaHU3AI[UN

3HaeT TEXHOJIOTUU CHUCTEMBI OJICKTPOHHOI'0 XpaHCHUSA NOKYMCHTOB
B OpraHu3aliiy, UCX0AA U3 OCHOB YIIPABJICHUA ILOKYMGHTaHHCﬁ

YMeeT NpUMEHSTh TEXHOJIOTMU CHUCTEMBI JIEKTPOHHOTO XpaHEHUSA
JIOKYMEHTOB B OpraHU3alUd, HCXOIS K3 OCHOB YIPABICHUS
JIOKYMEHTalLUEH

Biageer  HaBbIKAMH ~ IPUMEHEHUS  TEXHOJOTHH  CUCTEMBI
9JIEKTPOHHOTO XPAaHEHUS AOKYMEHTOB B OpPraHH3ALMU, MCXOIS U3
OCHOB YIIPaBJICHUs JOKYMEHTaluen

I1IK-9.2. Opranusyer BHeApEeHUE
CHCTEMBI JIEKTPOHHOTO apX1Ba B
OpraHM3aInu

3HaeT Kak OpraHv3oBaTb BHCIAPCHUE CHUCTEMBI JSJICKTPOHHOI'O
dpXHB4 B OpraHu3ann

YMeeT opraHn30BaTh BHEJPEHUE CUCTEMBI SJIEKTPOHHOTO apXHBa B
OpraHu3aINH

BJIEUZ[CCT HaBBIKaMU opraHuvsanuu
9JICKTPOHHOI'O apXKWBa B OpraHu3aiun

BHCIPCHUA CHCTCMBI

Conep:xxaHue IMCUMILTUHBI

Pacnpenenenue Bu1oB yueOHON pabOTh M UX TPYJOEMKOCTHU MO pa3jienaM AUCHUIUINHBL.
O61mas TpyA0EMKOCTh AUCHUILINHBI cocTaBiseT 3 3a4. efl. (108 yacoB), ux pacnpeeneHue mno
BUJaM paboT MpeacTaBiIeHo B Tabauile. Paznens! (TeMbl) AUCIUILIMHBL, U3y4aeMble Ha 4 Kypce

(3aouHast popma 00yueHUS)

KosyectBo yacos
Breaynut
AynutopHas
Ne HammenoBanwme paznenos (Tem) opHas
Bcero pabora pa6ota
J | 113 JIP CPC
1 2 3 4 5 6 7
PA3JIEJI | YnpaBneHue 10KyMEeHTaMU
1 VYrpasneHne JOKyMEHTAIMEN KaK YIIpaBIeHYECKas 14 | 2 2 10
" |pyHKIIMS OpraHU3alyy.
HopmaTtusHo-1IpaBoBas a YIIpaBJICHUA
2. [P 0-TpaBoBast Gasa yrpapiie 12201 1 10
JOKYMCHTAIIMCH.




Brusiaue mudpoBusanuu Ha yrpaBieHHUE

3. |IOKyMeHTaMu: IporpaMMHOE OOeCIieYeHHE; 3aluTa 12 | 1 1 10
JIAHHBIX; KaJPOBbII aCIEKT.

PA3JIEJI |l ApxuBHBIi MEHEPKMEHT
HcTopuueckuie aclieKTbl CTAHOBJICHHS apXUBHOTO

4. |menemxmenta B Poccun. CrucremMa apXuBHBIX 12 1 1 10
yupexjaeHui B PO.

5. |KaapoBas nmoiauTuka B apXxuBax. 12 | 1 1 10
OcHoBHbIE IPOOJIEMBI B OpraHU3aLUU U 1€ATEIHbHOCTH

6. |COBpeMEHHBIX apXMBOB U MEPCHEKTUBHBIC ITyTH UX 22 | 2 20
pelIeHusl.

7. |ApxuBHas IMOJUTHKA B 3apyOCKHBIX CTpaHAX. 18 2 16
UTOI'O no pazoenam oucyuniurvi 102 | 8 8 86
KonTpons camocrositenbaoi padotsl (KCP) 2
ITpomexxyrounast arrectanus (MKP) 0,2
[ToaroToBka K TEKyIemMy KOHTPOJIIO 3,7
OO0m1as TpyJ0EMKOCTh 1O TUCIUILIAHE 108

[Tpumeuanue: JI — nekmuwm, 113 — mpaktudeckue 3aHsatus / cemuHapel, JIP — maGopaTopHbie
3anatus, CPC — camocrosiTenbHas paboTa cTyneHTa

KypcoBbie padoThI: HE ITPeyCMOTPEHBI

®opMa NpoBeeHUs ATTECTANUH MO0 JMCUHUILINHE: 324ET

ABTOp: goueHT Kadeapbl 0OIIEro, CTpaTerMyeckoro, MHGOPMAIMOHHOTO MEHEIKMEHTa U
OM3HEC-TIPOIIECCOB, KaHAUAAT UCTOP. HAYK, Ho1eHT Toauka M.B.



