AHHOTAIUA K padoyeil mporpaMmme I CHUNJINHBI
b1.B.01.02 CUCTEMA JOKYMEHTAIIMUU OPTAHU3 AN

O0bem Tpynoemkoctu: 108 yac. = 3 3a4eTHbIe eAMHUIIBI

Lens qucuurunael: «CucTeMa TOKyMEHTAUU OpraHu3aiu» — CHOpMHUPOBATH Y CTYICHTOB
LIEJIOCTHOE IIPEJCTABICHUE O HAalpaBlIe€HUH, OCBOMTH BIAJCHHE TEHIACHLUUSAMHU Ppa3BUTHUAL
UH(POPMALMOHHO-OKYMEHTAIIMOHHOTO O00eCIeueHus YIpaBlICHUS M apXUBHOTO [ena, JaTh
HaBBIKHM COBEPILEHCTBOBAHMS OpraHU3allii XPaHEHUs IOKYMEHTOB, C(hOPMUPOBATh CIIOCOOHOCTh
COBEpILEHCTBOBATh JOKYMEHTAIIMOHHOE 00ECIIeueHUE YIPABICHUSI.

[lenu u3ydyeHus: AUCUUILIUHBL:

1) popMupoBaHre HaydyHOTO MPEICTABICHHE O CTPYKTYpE U OCHOBAX (PyHKIIMOHHUPOBAHUS
CHCTEM JIOKyMEHTAllUU OpraHU3alM1, KX COBPEMEHHOM COCTOSHUM U IIEPCIEKTUBAX pa3BUTHS,

2) mpuoOpeTreHue 3HAHUKA O KOHIICTILHUAX, JEKAIIUX B OCHOBE CHUCTEMBI JOKyMEHTAIUU
OpraHu3aluy;

3) oBiageHUME MHCTPYMEHTAMU U TEXHOJIOTUAMU CO3[aHMs, MApLIPYTHU3ALUU U
apXMBHPOBAHUS JOKYMEHTOB B OpraHU3aluu;

4) npuoOpeTeHHE MNPAKTUYECKUX HABBIKOB pPAa0OTBI C CHUCTEMaMU JOKYMEHTaluu
OpraHu3aluy.

JucuuminHa paccMaTpUBaET 3BOJIIOLMIO PAa3BUTHSI CUCTEMBI IOKYMEHTALIUKA OpraHu3alluy,
MeTobl cOopa, CUCTEeMAaTU3alMM U XpaHeHUs. MH(OpMAIMK, a TakKe yIpaBieHue HU(PPOBBIMU
nokymeHtamu. Oco0oe BHUMAaHWE YIACNSAETCS W3YyYEHHIO KOHLENIMH  0e30yMakHOTO
JIeNIOTIPOU3BO/ICTBA M TE€pexojia K IEKTPOHHOMY JOKYMEHTALMOHHOMY COIPOBOXJICHHIO
IIPOLIECCOB YIIPaBJICHUS OpraHU3aI1H.

3agauu JUCLUITIIMHBIL:

JInst JOCTHKEHMsT LeNed pPEIIaroTCs  CIEAYIOUIME 3aJa4d  W3y4EeHMsS JUCLUILIUHBIL:
Teopemuueckas komnonenma

1) n3yueHue OCHOBHBIX TEXHOJIOTUN CUCTEM JOKYMEHTHUPOBAHUS;

2) u3y4eHue TEPMHUHOB B 00JaCTH CUCTEMBI IOKYMEHTOO0OPOTa U JIeJIONPOU3BO/ICTBA;

3) u3y4yeHne METONIOB aHajK3a MU(PPOBBIX JOKYMEHTOB M IMPOTPAMMHBIX IIaT(OPM ISl MX
peanusanyi.

Ilosznasamenvnas komnonenma

4) u3ydeHue 3BOJIIOLUU PA3BUTUS CUCTEMbI JOKYMEHTALMU OPraHU3alMH M KOHLIETIIHI
JIOKYMEHTUPOBAHUS YIIPaBIEHYECKON JeSTEIbHOCTH;

5) ¢bopmupoBaHuE TPEACTABIEHUS O METOAOJIOTHYECKMX OCHOBaX CO3/1aHUS MOICHCTEMbI
JIEJIONPOU3BO/ICTBA Ha 0a3e HU(POBBIX TEXHOJIOTHUI;

Ilpakmuueckas komnonenma

6) ymenue chopMyIupoBaTh TPeOOBAHUS K CUCTEME JIOKYMEHTAIIMN OpTraHu3aIliH;

7) nproOpeTeHue OIbITa peleH s TPAaKTHUECKUX 33/1a4 CPEJICTBAMU CUCTEM IOKYMEHTAllUN
OpraHH3aIiHy.

MecTto qUCHMIUIMHBI (MOAYJIS) B CTPYKType 00pa3oBaTeIbHOM MpOrpaMmbl

Jucnumimza «CrucreMa JOKYMEHTAIMM OpraHu3alun» OTHOCUTCS K bioky JlucuunianHbl
(Momynu), hopMHpyeMOH y4acCTHUKOM 0Opa3oBaTenbHbIX oTHOeHniH Moayns 1 "HopmarusHo -
METOMYECKOe OOecCledeHnue yNpaBleHus TOoKyMeHTarued B Poccum 3a pyoOexxkom" ydeOHOTO
riaHa. M3ydaercs oHa B 3 cemecTpe ouHON (opMbI 00yueHus1, 6a3upyercss Ha 3HaHUAX, YMEHUIX
U HaBbIKaX, MOJYYEHHBIX Ha MEPBBIX ABYX Kypcax IOATOTOBKM. B cBoro ouepeab oOHa
oOecrieynBaeT H3y4eHHUE CIEAYIOMUX JAUCHUIUIMH: OJIEKTPOHHbIE AapXWBBI W apXUBHBIN
aytrcopcutr, LludpoBble TexHONOrMH B JOKYMEHTOBEACHMM M apXuBoBeneHUH, (OCHOBBI
AIEKTPOHHOTO JJOKYMEHTO000OpOTa B OpraHu3aluy, TeXHOIOTUU OIU(PPOBKH U PETPOKOHBEPCHUS
JIOKYMEHTOB U JIp.

VYuyebHast mporpamMMa  gucHMIUIMHBIL  «CHcTeMa  JOKyMEHTAallud  OpraHu3alun»
npeaycMaTpUBaeT MpoBeleHUEe 3aHiATUH B ¢GopMme JEKIUi, npakTudeckux 3aHaATud. OHa
MOATOTOBJIEHAa B COOTBETCTBUM TPeOOBAHUSAMH, NpeaAbsiBIeHHbIMU ¢ TpeboBanusimu OI'OC BO
3++.



JlocTikeHue 1eu CONPOBOXKAAETCS PACKPBITUEM IEpeN CTYIEHTaMH (yHIaMEHTAIbHBIX
3HaHUH B 001aCTsX, CBSI3aHHBIX C CUCTEMAaMHU JIOKyMEHTAIlUK OPTaHU3aIMH, KOTOPHIE BCICICTBHE
HENPEepbIBHOIO OOHOBJIEHUS M M3MEHEHUs B allllapaTHBIX CPEJICTBAX HAXOAAT BaKHOE MECTO B
dopmMupoBaHUN UHPOPMAITMOHHO-TEXHOJIOTMYECKOTO TOTSHIINANA MPEIPUATHS, YTO 00CCIICUUT
IIPOYHOE U CO3HATEIIBHOE OBJIAJCHHE CTYyACHTAMH OCHOBAaMH 3HAHUU O IPOLECCax IOJy4YEeHUS,
XpaHeHHs, Tmepeaaun u npeolOpasoBaHus HH(PoOpManMu. 3HAHUS TOCTPOSHHUS CHCTEMBI
JOKYMEHTAllUM OpraHu3aluu, pa3pabOTKH, aJMUHUCTPUPOBAHMS M TEXHOJOTMM JIOCTYIa
HEOOXOAMMBI Ul yCIexa JII00oro crenuaiucTa o JoKyMmMeHToBeneHuto. Ilepen crymenramu
PacKpbIBAIOTCSA 3HAYCHUS CUCTEM JOKYMEHTALMM OPraHU3allid B Pa3BUTHM COBPEMEHHOIO
obmecTBa. Bxome oOydeHHsI CTYACHTBl JOJDKHBI HAydaTcs CO3HATEIBHO U PAIMOHAJIBHO
UCIIOJIB30BaTh BO3MOXHOCTH, IPENOCTABISIEMbIE KOMIIBIOTCPHOM TEXHUKOM, Ul PELICHUs
pa3sHOOOpa3HBIX YIpaBICHUYECKUX 3aaad. [lepedeHb MIaHUPYEMBIX DPE3yJabTaTOB OOyUYEHHS IO
JUCHUIUIMHE  (MOXYJI0), COOTHECEHHBIX C IUIAHUPYEMBIMH  DPE3yJbTaTaMH  OCBOCHMS
oOpa3oBareiabHON NporpaMmbl M3ydeHue maHHOW y4eOHOH MAMCHUIUIMHBI HAlpaBlIeHO Ha
(dopmupoBaHUe y 00yUarouXcs CISAYOIIMX KOMIIETCHIIMI:

Kon u HaumeHoBaHue Pe3yabTarhl 00yueHHs 10 JUCHHUILINHE (3HACT, yMeeT,
HHMKaTopa* BJajJeeT (HABBIKH M/WJIM ONBIT JeATeJIbHOCTH))
I[IK — 2. Cnoco0eH K opraHu3anuy JOKYMEHTHUPOBaHHUS YIPABIECHYECKOH NEATEIbHOCTU B
OpraHu3aluu
HIIK-2.1. Opranusyer

3Haer, KaK JIOKYMEHTHUPOBATh YIIPABICHYECKYIO

JOKyMEHTUPOBaHUE
YIIPaBJICHYECKOU
NesITeIbHOCTH B OpraHU3aLuu

JCATCIIbHOCTD

Ymeer MNPUMCHATH CUCTCMbI JOKYMCHTUPOBAHUA

Bnageer nHaBBIKAMH AOKYMCHTUPOBAHU A ynpaBHqueCKOﬁ
ACATCIIBHOCTH B OpraHru3aln

NIIK-2.2. [Tpumensier | 3HaeT MHPOPMALIMOHHBIE CUCTEMBI paOOTHI C JOKYMEHTaMHU
UH(OPMAIMOHHBIE CUCTEMBI B | YMEET MPUMEHSITh MH(POPMAIHOHHBIC CHCTEMBI B paboTe C
yIIpaBJIeHYECKON JIOKyMEHTaMH

ACATCIIbHOCTU B OpraHnu3alinn Hwmeer ombIT pa6OTBI C I/IH(I)OpMaLII/IOHHBIMI/I CHUCTEMaMU B

YOPaBJIECHUYECKOH 1eTENbHOCTH B OpraHU3aliu

ConepxaHne TUCIHMITIHHBL: Pacipenenenne BUIoB yueOHOM paObOTHI U KX TPYIOEMKOCTH
[0 paszenaM AMCUUIUIMHBL Pa3znens! (TeMbl) AUCHUIUIMHBI, U3ydaeMble B 3 cemecTpe (ouHas
¢dbopma o0OyueHus)

Ne | HaumenoBanue pa3ziesnos (Tem) Bcero | KonnuectBo yacos
AynutopHas | Breayaurto
pabota pHas

pabota
J | 113 | JIP | CPC
1 | Beenenue B npeamer. llenmn m 3agaum xypcea. | 13 2 |4 7
Hcropus apxuBHoro nena B Poccun.
2 | Opranuzanusi ynpasi€HHUs apXUBHBIM JIeloM B | 13 2 |4 7
PO.
3 | Opranusanus u GoHaupoBaHUE JOKYMEHTOB AD | 13 2 |4 7
PO.

4 | Obecrnieuenue COXPAaHHOCTH  JOKyMeHTOB | 13 2 |4 7

apxuBa. YUeT IOKYMEHTOB B apXUBE.

5 | KommnekroBanne  apxuBa W 3Kcneprtusa | 13 2 |4 7

LIEHHOCTHU JIOKYMEHTOB

6 | 'ocynapcTtBenHble apxuBbl. MyHununaibseie | 13 2 |4 7

apxuBbl. Be1oMCTBEHHbIE apXUBBI




7 | Undopmarusauus apxuBoB 13 2 14 7
8 | Poccuiickoe 0OIIECTBO MCTOPUKOB-aPXUBHUCTOB. | 25 2 |6 7
3aKiroueHue
NTOI'O no pa3zaenam JUCHHUILIHHBI 106 16 | 34 56
Kountpoas camocrositesibHoii padotsl (KCP) | 2
IIpomeskyrounas arrecranusi (MKP) 0,3
IloAroTOBKA K TEKYylLIEMY KOHTPOJIIO 35,7
OO0masi Tpy10eMKOCTh IO IMCUMILINHE 144
[Mpumeuanmne: JI — nexumm, I13 — mnpaktuueckue 3aHsTuss / cemuHapel, JIP —

naboparopusie 3anatusa, CPC — camocTosiTenbHas paboTa cTyaeHTa

KypcoBblie pa6oThl 10 JUCHUILTUHE HE IPETYCMOTPEHBI
dopma nNpoBeleHUA aTTECTAIUM N0 AUCHUILIHHE: 3a4eT

ABTOp: J01eHT Kadeapsl 0011ero, CTpaTernaeckoro, HHGpOPMaIOHHOTO MEHEKMEHTA
1 OM3HEC-TMPOIIECCOB, KaH/. UCT. HAayK, To1eHT Toquka M.B.



