AHHOTauus padoyeil mporpaMMbl JTUCUUILTHHBI
b1.0.18 OPTASAHU3ALIUA U TEXHOJIOTUA J0Y

O0bem TpynoeMKocTH: 144 vac. (4 3aueTHbBIC SIMHMIIbI)
HanpasJjienue noaroroBku/cnenuajabHocTb 46.03.02 JlokyMeHTOBEICHUE U apXUBOBEICHUE

Heab AMCHUNIMHBI:

Ha OCHOBaHHMHM TEOPUH U MPAKTUKU HAYYHO OOOCHOBAHHBIX MIPUHIIUIIOB H METOI0B COBPEMEHHOTO
JIOKYMEHTALMOHHOr0 obecriedeHus: chopMHUpPOBATh Yy CTYACHTOB LIEJIOCTHOE IPEJCTABIECHUE Ha
TaKkue BHUJbI MPO(ECCHOHANBHON AEATENbHOCTH, KaK IpaMoTHas U 3(dexkTuBHas opraHu3anus
COBPEMEHHOI0 JIeJIONPOU3BOCTBA.

3aga4u AUCHHUILIMHBL:

- MCCIeIoBaTh 3aKOHOMEPHOCTH (POPMUPOBAHUS JOKYMEHTAJIbHBIX YIPABICHYECKHX CHUCTEM U
TEXHOJIOTMI B X UCTOPUYECKOM PA3BUTUH, COBPEMEHHOE COCTOSHUE M NEPCIEKTUBBI Pa3BUTHUS
TEXHOJIOTHH, OOIIMe M YacTHBIE METOJbI MCCIICAOBAaHUS M MPOSKTHUPOBAHUS O(PHUCHBIX CHUCTEM
JIOKYMEHTOO00pOTa,  CHOCOOCTBYIOLIMX  (OPMHUPOBAHUIO Yy  CTYJIEHTOB  METOJIUYECKU
000CHOBAaHHBIX MOJXO0/J0B K PEIICHUIO MPAaKTUYECKUX 3a]a4 JOKYMEHTAI[MOHHOTO OOecreyeHus
BO Bcex c(hepax ynpaBiIeHUECKON AeATeIbHOCTH;

- IOJTYYHUTh MPEJCTABICHHE O HOPMATUBHO-METOJMUECKOM 0a3e eIONMpOn3BO/ICTBA;

- 03HAKOMUTBCS ¢ COBPEMEHHBIMU TPEOOBAaHUSMM 10 COCTABJIECHUIO JOKYMEHTOB;

- cOpMHPOBATH Y CTYACHTOB MHEHHE O PAIlMOHAIBHBIX MOAXO0JaX K OpPraHU3alH PadOTHI C
JIOKYMEHTaMU B OPTaHU3ALHH.

MecTo AMCUMILIMHBI B CTPYKTYpe 00pa30BaTeIbHOM NPOrpaMMbl

Hucturnnuna b1.0.18 «Opranmzanusa u texuosnorus JJOY» oTHOCHTCS K 00s3aTeIbHON 4YacTu
brnoka 1 «/{uctuniaunsl (MOIysH)» y4eOHOTO IJ1aHa.

Jucnunimza nu3ydaercs Ha 3 Kypce 3a04HOM (hopMbl 00y4deHus1, 6a3upyercsl Ha 3HaHUSIX, YMEHHSIX
Y HaBbIKaX, MOJYYEHHBIX HAa IIEPBOM M BTOPOM Kypce IMOATOTOBKM. B cBOO ouepenp oHa
o0OecrieunBaeT M3y4yeHHUE CIEAYIOMUX AUCUMIUIMH: OpraHu3zalvoHHOE, WH(GOPMALMOHHO -
JIOKYMEHTAILMOHHOE 00ecrieueHre AeITeNbHOCTH PyKOBOIUTENS opranu3sanuu, MadopmanmuonHo
- JIOKYMEHTallMOHHOE oO0OecleueHne TMpeACTaBUTEIbHBIX OPraHoB BIIACTU M yIpPaBIEHUS,
NHpopMalMOHHO - JOKYMEHTAllMOHHOE oOecreueHue JesTeIbHOCTH HEKOMMEPUYECKUX
OpraHu3aIui u Jp.

VYuyebnass mporpamma gucuuiuiiHel  b1.0.18  «Opranmzamus u  TtexHosorus JOVY»
IpelycMaTpuBaeT NpPOBEJACHHE 3aHATHI B (opme JeKkuuid, npakTuyeckux 3aHsaTuil. OHa
HOJTrOTOBJIEHA B COOTBETCTBUHU TPeOOBAaHUAMM, NpeAbsiBIeHHbIMUA ¢ TpeboBanusmu ®I'OC BO
3++. JlocTHKeHHEe LIeTU COMPOBOKIACTCS PACKPBITHEM MEpe]] CTyJIeHTaMH (DyHIaMEHTaIbHBIX
3HaHUH B OOJIACTSAX CBSI3aHHBIX C NPUMEHEHHEM OCHOB OpraHM3allud M TEXHOJOTHH
JOKYMEHTAllMOHHOTO OOEeCIeueHusl yNpaBieHHs, KOTOPble B COBOKYIHOCTH C HENpPEPHIBHBIM
OOHOBJICHMEM U M3MEHEHUSIMH B AaNNapaTHbIX CpPEACTBAX HAXOAAT BaXHOE MECTO B
(dbopMupOBaHUY HHPOPMAITIOHHO- TEXHOJIOTMUYECKOTO MOTEHIINAJIA PEATNPUATHUS, YTO 0OECIIEUnT
IIPOYHOE U CO3HATEJIBHOE OBJIAJICHUE CTYAEHTAMHM OCHOBAaMM 3HAaHUI O Mpoleccax IOJydeHus,
XpaHeHus, epeadn u npeodpazoBaHus HHPOPMAIUH.

3HaHUE HTANOB OPraHMU3ALUU U AKTYaJbHBIX TEXHOJOTHH JOKYMEHTAI[HOHHOTO OoOecredeHus
yOpaBieHUsT B KOMIIAHMM HEOOXoauMo [uid ycmexa Jro0oro crneunuanucta B chepe
JOKYMEHTOBEICHUsT M apxuBoBeleHMs. llepen cTyaeHTaMm pacKpblBalOTCS 3HAUYEHUS
uHpOpPMALlMU B Pa3BUTHM COBPEMEHHOro olmiecTBa. B xoxe oOydeHus CTYIEHTBHI JIOJIKHBI
HAy4UTbCS CO3HATEJIBHO W PallMOHAJIBHO MHCIIOJIB30BaTh BO3MOYKHOCTH, IPEAOCTaBIISIEMbIE
KOMIIBIOTEPHON TEXHUKOM, /IJIs1 peLIeHHs pa3HOOOPa3HBIX YIIPABICHYECKUX 3a/1a4.



TpeOoBaHMsI K YPOBHIO OCBOCHUS M CHUTIINHbBI

W3ydyenne naHHOW y4eOHON AMCIMIUIMHBI HAIMpPaBICHO Ha (OPMUPOBAHHE Yy OOYYAIOIIUXCS

CJIEAYIOIIHUX KOMIICTCHIIUMN:

Kon n HammeHOBaHMe
WHJIMKATOpa JOCTHKEHUS
KOMIIETCHIINU

Pe?)y.]'IBTaTH O6y‘leHI/I$I IO AU CLHHUIIIIMHEC

PoJib B KOMaH/Ie

YK 3 - Cnnoco6eH ocyniecTBJISITh CONMAJIBbHOE B3aUMO/CICTBHE H Pealu30BbIBATH CBOIO

NYyK-3.2. [Torumaer
OCHOBHBIE ACIIEKTHI
MEXIINYHOCTHBIX u

IPYIIIOBBIX KOMMYHHKALUI;
co0uro1aer HOPMBI u
YCTAQHOBJICHHBIE  IIpaBHJIA
IIOBEJICHUS B OPTaHHU3aLUU

3HAeT OCHOBHBIE AaCIEKThl MEKIMYHOCTHBIX M TIPYIIIOBBIX
KOMMYHHKAIUN U HOPMBI

YMeeT opraHn3oBaTh IpyNIOBble KOMMYHUKALUU

Bitameer HaBbIKaMy IpaBWII ITIOBEJICHUS B OPTaHU3aLUU

OIIK-2. Cnioco0eH HAX0AUTH OPraHU3AIMOHHO-YIIPABJIeHYeCKHe PellleHusl PU pellleHnH
3a1a4 B cpepe cBoeil npodeccHoHAIBLHOM 1eATeJTbHOCTH

OIIK-2.1. Cnocoben
pemarh 3a1a4u B
OpraHu3anuu u
JOKYMEHTAIHOHHOM

o0ecTeYeHn YIpaBIeHHS

3HaeT Tpolenypy peuieHuss 3aJad B OpPraHu3alud U
JOKYMEHTAIlMOHHOM OOECTICUEeHUH YIIPaBICHUS

YmMeer pemiath 3aaud B OpraHU3AMH U JOKYMEHTAI[MOHHOM
o0ecrieueHny yrnpaBIeHUs

Brnaneer HaBbikamMM pelIeHHs 3a7a4 B OpraHU3AlUMU U
JIOKYMEHTAIIMOHHOM O0OE€CIIeUEHUH YIIPaBICHHUS

OIIK-2.2.
pazpaboTke
OpTraHU3aIOHHO-
yIpaBJICHYCCKUX PEIICHUN B
chepe cBoei
npodeccnoHanbHOM
JeSTEIIbHOCTH

VYyactByer B

3HaeT Kak pa3zpabaThIBaTh OPraHU3AIMOHHO-YIPABICHUYECKUE
peuieHus B chepe cBoeit mpohecCHOoHaIbHON AesITENbHOCTH
YmMmeer paspabarbiBaThb  OpraHU3alMOHHO-YNPABICHUECKHE
pereHus B cepe cBoeit mpodeccnoHaIbHOM eI TeTbHOCTH
Bnageer HaBbIKaMU pa3paboTKu OpraHU3alMOHHO-
yIpaBJIeHYECKUX peleHni B cepe cBoel mpodeccuoHaabHON
JeSITENIbHOCTH

OIIK-3. Cnoco0eH NMpUMEHATH TeOPeTHYEeCKHE 3HAHHMS VIS PelIeHHs] NOCTABJCHHBIX
3a/1a4 B 00JIACTH IOKYMEHTOBEIEHHs M APXHBOBeIeHHS

pa3paboTKe W peanu3aluu

OIIK-3.1. CriocobGeH | 3HaeT aJropuTM pelIeHUs] MOCTaBIEHHBIX 3ajad B 00JIACTH

pemarsb MIOCTaBJICHHBIE | JOKYMEHTOBEIECHHS U apXUBOBEACHNUS

3aJa4u B obnactu | YMeeT HaxOAMTh pEIleHHs IOCTAaBICHHBIX 3a7ad B 001acTH

JOKYMEHTOBEICHUS U | JOKyMEHTOBEJCHHSI U apXUBOBEICHUS

apXWBOBEICHUS Brnaneer HaBbIKaMu pellleHMsl TOCTaBICHHBIX 3aJa4 B 00J1acTu
JOKYMEHTOBEIEHUS U apXUBOBEICHNUS

OIIK-3.2. VYuactByer B |3HaeT Kak pa3pabaTblBaTb U pPEaM30BbIBATH I1OCTABICHHBIE

3aJa4u B obnactu AOKYMCHTOBCACHUA N apXHUBOBCICHHUA

IIOCTAaBJICHHBIX 3aaa4 B | YMmeer p33p36aTI)IBaTB N pCaIN30BbIBATH ITOCTABJICHHBIC 3a1a41
obiactu B o0JjacTu AOKYMCHTOBCACHUA U apXHUBOBCIACHUA
JOKYMCEHTOBCACHU A n BH&}IGGT HaBBIKaMU p33pa60TKI/I " peajindalilii IOCTAaBJICHHBIX
APXUBOBCACHU 3aJ1a4 B o0acTu JAOKYMCHTOBCACHUSA U ApXUBOBCACHHUA

OIIK-4. Cnoco0eH MOHMMATh NPHHLOMIBI PadoThbl COBPEMEHHBIX MH(OPMALMOHHBIX
TEXHOJIOTHH U MCI0JIb30BaTh UX VIS pellleHus 32124 NpodeccuoHAJbHOM 1eATeJIbHOCTH




OIIK-4.1. [Monumaer | 3HaeT HPUHUOUIBI PAOOTHI COBPEMEHHBIX HH(OPMAIIMOHHBIX
HPUHIUIIBI paloThI | TEXHOJIOTUI B OpraHu3aluu
COBPEMEHHBIX YMeer HacTpouTh paboTy MH(POPMALMOHHBIX TEXHOJOTHH B
MH(POPMAaLMOHHBIX OpraHu3aluu
TEXHOJIOTHH B oprann3auuu | Bmageer  HaBblkamMu  paboTel ¢ HMH()OPMALMOHHBIMU
TEXHOJIOTUSIMU B OpraHU3allUH
OIIK-4.3. [Ipumensier | 3HaeT Kak MNPUMEHATh COBPEMEHHbIE HH(POPMAIIMOHHBIC
COBpPEMEHHBIE TEXHOJOTUM  AJs  pelleHus 3aAad  NpodecCHOHATBHON
nH(pOPMAaLOHHbIE JESTEIbHOCTH
TEXHOJIOTUU JUIsl pelleHHs | YMeeT  NPUMEHATh  COBPEMEHHble  MH()OPMaLMOHHBIE
3a71a4  NPO(ECCHOHANBHON | TEXHOJNIOTMM  JUIi  pELIeHUs  3a7ad  [IpoQecCHOHAIbHOM
JesTeNbHOCTH JesITebHOCTH
Bnaneer HaBbIKaMU IIPUMEHEHHUS COBPEMEHHBIX
MHOOPMALIMOHHBIX ~ TEXHOJOTMH  JUIsl  pelleHus  3aaay

podecCHOHATBHOM IeATEIBHOCTH

3JIEKTPOHHOTO
OpraHu3anuu

IIK-4. Cnoco0eH ocymecTBJIATh PadOThI 0 MPOCKTHPOBAHUIO U BHEAPEHHUIO CHCTEMBI
JOKYMEHT0000poTa B

chepe TOKYMEHTALMOHHOIO YNpaBJICHUS

[1IK-4.1. YuactByeT B pabote
0  TMPOEKTUPOBAHHIO H
BHEJPEHUIO CHUCTEMBI
AJIEKTPOHHOTO
JIOKyMeHT000opoTa B chepe
JOKYMEHTAIIHOHHOTO
yIpaBiIeHUS OpraHu3aluu

3HaeT Kak MPOEKTUPOBATh M BHEIAPSITH CUCTEMBI JIEKTPOHHOTO
JOKYMEHTO000poTa B cepe TOKYMEHTAIMOHHOTO yIPaBJICHUS
OpraHHu3aIu

YMeeT MPOEKTHPOBATh M BHEIPSITH CHUCTEMBI DJICKTPOHHOTO
JOKYMEHT0000poTa B cepe JOKYMEHTAIMOHHOTO YIPaBIICHUS
OpTraHu3aIu’

Brnageer HaBbIKaMu MPOEKTUPOBAHUS M BHEIPEHUS] CHUCTEMBI
3JIEKTPOHHOTO JTOKYMEHTO000pOTa B chepe
JIOKYMEHTAI[MOHHOTO YIIPAaBJICHUS OpraHU3aIlluu

Crocoben
CHUCTCMBI

[1K-4.2.
MIPHUMCHATH
ANEKTPOHHOTO
JIOKyMEHTO0000pOoTa B chepe
JOKYMEHTAIMOHHOTO
yIIpaBI€HUA OpraHu3aun

3Haer KaK MPUMEHSITh CUCTEMBI AIIEKTPOHHOTO
JTIOKyMEHTO000pOTa B chepe TOKYMEHTAIIMOHHOTO YIPaBICHUS
OpraHHu3aIu

YMeeT NpUMEHSATh CHUCTEMBI 3JICKTPOHHOTO JJOKYMEHTO000pOTa
B chepe TOKyMEHTAllMOHHOTO yIPaBIeHHUS OpraHu3aluu
BJ'IaI[CCT HaBBbIKaMU pa6OTBI C CcucréMaMu JSJICKTPOHHOIO
JOKYMEHT0000poTa B cdepe JOKYMEHTAI[MOHHOTO YIPaBIICHUS
OpTraHU3aIu’

Conep:xxaHue IMCUMILTUHBI

Pacnpenenenue Bu1oB yueOHON pabOThI M UX TPYJOEMKOCTH IO pa3jiesiaM JAUCIUIIUHBI.
OO6mas Tpyn0EMKOCTh AUCHMILIUHBI cocTaBiseT 4 3a4. en. (144 daca), ux pacrnpeaeneHue mo
BUJAM pabOT MpeACTaBIECHO B TaOIHIIE

Paznienbl (TeMbl) AMCHMIUIMHEBL, U3y4yaeMble Ha 3 Kypce (3aouHast popma o0yueHus)

KommuecTBo yacos
Ne HaumeHnoBanue pa3zaenos (Tem) Bcero Aymatopuas | Bueaynutop-
abora Has paboTa
J. |3 [ JIP | CPC
1 3 4 5 6 7
1 Beenenue. I[lonarue n0KymMeHTOOOOpOTa, €ro 7 1 1 5
KOJIMYECTBEHHBIE M KAYECTBEHHBIC TTApaMETPBHI.




2 Perucrpanust TOKyMEHTOB: LI€JIb, 3a4a41, BUIbI 7 1 1 )
U (OpMBI PErUCTpalM OTAEIbHBIX TPy

JIOKYMEHTOB
3 Cucrema MHACKCAIIUU JOKYMEHTOB; CTPYKTypa 8 1 3 6
0a3 JMaHHBIX TI0 JOKYMEHTHOH cCHCTEeMe
OpraHu3aluu
4 Opranuzainus KOHTPOJS 32 HCIOJHEHHEM 7 1 1 5}

JOKyMEHTOB. THIOBbIE M WHIUBUIYyaJIbHbBIE
CPOKHU HCIOJIHEHUS

5 [IpoekTupoBaHuEe CHCTEM ITOKYMEHTOOOOpPOTA. 8 1 1 6
Opranuzanys  palMoOHaIbHOTO  JIBFDKCHUS
JOKYMEHTOB BHYTPH OpTraHU3aIIH

6 Benenne MaccuBOB KaJpOBBIX JOKYMEHTOB, HX 7 1 1 )
Y4eT, pETUCTpalnsl, ONEPaTHBHOE XpaHEHHE.

7 OcobenHoctn  00pabOTKH,  pPETUCTpAIHH, 8 1 2 6
XpaHEeHHs 00palleHUI Tpak/IaH.

8 JlokyMeHTanmoHHoe oOecrnedueHue paboTh 8 1 2 6
KOJUIETHaJIbHBIX OpraHoB. Pa6oTa c
JOKYMEHTaMHU KOH(QUACHIIMATHLHOTO XapaKTepa

9 KoMmiekcHas M JOKallbHas aBTOMAaTH3allHs. 8 1 1 6

Buenpenne  KOMIIBIOTEPHBIX  TEXHOJOTHH
OpraHM3alMK JOKYMEHTO000poTa.

10 | Opranuzamusi  JAOKYMEHTOB B  TeKylIei 8 1 3 6
JESTSIILHOCTH MOIPA3/ICIICHUN U COTPYIHUKOB
11 | Knaccudukamusi gokymeHTaidbHOro (¢oHIa, 8 1 1 5

pa3paboTka W MpPUMEHEHHE Kiaccu(uKaTopoB
JOKYMEHTHOW MH(pOpMALIUU

12 | ®opmupoBanue ApPXUBHOTO ¢donma 8 1 2 5
OpraHH3aluH.

13 | denonpou3BoACTBEHHBIE CIIyKOBlI, ux 8 1 2 3)
CTPYKTYypa M OpraHu3aiys padoThl.

14 | Meroanueckoe oOecTieUeHHWE OpTaHW3aIuN 8 1 2 6
JTOKYMEHTaIHIOHHOTO o0ecreyeHus
YIpaBJICHHUS] B OpraHU3aIHH.

15 | HopmupoBaHue opranusaius Tpyjaa B pabote ¢ 9 2 2 5
JOKYMEHTaMHU

16 | OcoGenHnoctu opranmzamyu | 10 2 1 6

JOKYMEHTO000poTa U 00pabOTKU JTOKYMEHTOB
3a pyOexkoM. 3aKIr0ueHNe

HNTOI'O no paznenaM AUCHUILIMHBI 124 | 20 | 20 84
Kypcosas paboma 5

KonTpons camoctositenpHor pabotsl (KCP) 2

[Tpomexyrounas arrectauus (MKP) 0,5

[ToaroTroBka K TEKyleMy KOHTPOJIIO 12,5

OO6mas TpyA0eMKOCTh MO JUCIUILTHHE 144

[Ipumeuanue: JI — nexmuu, [13 — mpaktudeckue 3anstus / cemuHapsl, JIP — maGoparopHbie
3anaTus, CPC — camocrosiTensHas paboTa CTyZeHTa

KypcoBbie padoThI: IpeayCcCMOTPEHBI

®opma npoBeAeHUA ATTECTALMM M0 JUCHUIINHE: 3a4eT, DK3aMEH

ABTOp: J0LEHT Kadeapsl 00ILero, CTpaTeruuyeckoro, MHGOOPMALMOHHOIO MEHEKMEHTa U
ousnec-mporeccoB CenuBanosa E.I1.



