AHHOTanUsA padoyeil MPporpaMmMbl TUCHUILTHHBI
b1.B.02.01 CTUWJIMCTUKA U PEIJAKTUPOBAHUE OPTAHU3AILIMOHHO-
PACIHIOPAAUTEJBHBIX/IOKYMEHTOB

Hanpagienue noaroroBku/cnenuaibHocTb 46.03.02 JlokyMeHTOBEICHHE U ApXHBOBEICHUE

O6bem Tpynoemkoctu: 108 vac. = 3 3a4eTHBIC €TUHUITBI

eanb AMCHUNJIMHBI.

Ha OCHOBAaHWUM TPEOOBAHMI HOPMATHBHO - MPABOBBIX AKTOB, CTAaHAAPTOB, BEIOMCTBEHHBIX
JOKYMEHTOB ~ OCBOUTH  NPUHIMIIBI W  CTHJIUCTHYECKHE  OCOOCHHOCTH  COCTABIICHHSI
OpraHU3aIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB.

3agaum JMCHUILINHDI

- HCCIeIoBaTh TPeOOBAHUS HOPMATHBHO-IIPABOBOM 0a3bl COCTABICHUS OpraHU3aI[MOHHO-
paCHOpfl[[I/ITe.HBHBIX IIOKYMGHTOB;

- BBIABHUTH CTHJIMCTHYCCKHUE OCOOCHHOCTH COCTABIICHHS OPIraHHU3aIlMOHHO-PACIIOPSIUTEIBHBIX
JIOKYMEHTOB;

-  TpHOOpEeCTH H  3aKpeluTh MPAKTUYCCKUE HABBIKM IOJATOTOBKH  OpPraHH3aIl[MOHHO-
paCHOpfl[[I/ITe.HBHBIX IIOKYMGHTOB.

MecTo IMCUMILIMHBI B CTPYKTYpPe 00pa3oBaTeibHOM MPOrpaMMbl

Hucuummaa b1.B.02.01 «Ctunuctuka M pelakTUPOBaHWE  OPraHU3alMOHHO-
pacOpSANTEIHHBIX JOKYMEHTOBY» OTHOCHTCS K bioky Jlucuurmmuasl (Momynn), GopMupyeMoi
Y4aCTHUKOM 00pa3oBaTeNbHBIX OTHOIICHUH Moaynb 2 «J/lokymMeHTannoHHOe oOecreueHue
yIpaBJeHUs» y4eOHOro MiaHa.

JucuunnuHa u3zydaercs B 7 ceMecTpe Ha o4HOM (opme u Ha 3 Kypce 3a0uHOi (OpMBI
oOydeHusi, OazWpyeTcs Ha 3HAHUSAX, YMEHHUSX M HaABBIKaX, MOJIYYEHHBIX Ha TpeX Kypcax
MOATOTOBKU. B CBOIO ouepens oHa oOecreunBaeT W3y4YeHHE CIEAYIOIUX TUCHUIUIMH: BepcTka
JIOKYMEHTOB M PpEIaKTOpPCKUe cucteMbl, L{udpoBble TEXHOIOTHH B JOKYMEHTOBEACHUU U
apxuBoBeeHnH, OCHOBBI HH(POPMAITMOHHOTO MPEANPUHUMATENHCTBA U JIP.

VYuebnas mnporpamma auciuiuimael  b1.B.02.01 «Crtunuctuka opraHu3alMOHHO-
pacmopsSANTENbHBIX JTOKYMEHTOB» IMpeaycMaTpUBaeT MpPOBEJACHUE 3aHITHI B (GopMe IeKIIHid,
MpaKkTUUeCKuX 3aHsaThii. OHA MOATOTOBJIEHA B COOTBETCTBUM TPEOOBAHUSAMU, MPEIbIBICHHBIMU
¢ Tpeboanusimu OI'OC BO 3++. JlocTmkeHuEe WENH COMPOBOXKIAETCS PACKPHITHEM IEpes
CTyleHTaMH (PyHIaMEHTaIbHBIX 3HAaHUW B O00JACTSIX CBSI3aHHBIX CO  CTHJIMCTUYECKHUMH
HIOAHCAMHU  CO3/IaHMsI  OPraHU3alMOHHO-PACHOPSIUTENbHBIX  JOKYMEHTOB, KOTOpbIE B
COBOKYITHOCTH C HEMPEPHIBHBIM OOHOBIIEHHEM W WM3MEHEHHSMH B amNmapaTHBIX CPEICTBax
HaXOJAT BaXXHOE MECTO B (popMHpOBaHUM HMH(DOPMAIMOHHO- TEXHOJIOTHYECKOTO MOTEHIIHAaa
MPEANPUSITHS, YTO OOECIEeYUT MPOYHOE M CO3HATEIHHOE OBJIAJCHHE CTYJICHTaMH OCHOBaMH
3HAHUU O TIpolieccax MONyYCHUs, XpaHEHUS, epeiayl v MpeoOpa3oBaHus HH(OPMAIIUH.

3HaHus TpeOOBaHWW HOPMATHUBHO - MPABOBBIX aKTOB, CTAH/IAPTOB, BEIOMCTBEHHBIX
JOKYMEHTOB, TMPHUHIIMIIOB M CTHJIMCTUYECKUX OCOOCHHOCTEH COCTaBIEHUS OpTaHU3allMOHHO-
pactopsIIUTENbHBIX JOKYMEHTOB HEOOXOJMMOE YCIIOBHE IS yCIexa JI000To CIennaincTa B
chepe JTOKYMEHTOBEIEHHUS M apXUBOBeACHHUA. llepen CTyneHTaMH pacKpbIBAIOTCS 3HAYCHHS
nHpOpManuu B Pa3BUTHU COBPEMEHHOTO oOmecTBa. B Xome oOydeHWs] CTyACHTHI JOJKHBI
Hay4YUThCS CO3HATEIbHO M PAlMOHAIBHO UCIHOJIb30BAaTh BO3MOXKHOCTH, IPEIOCTaBIIsIEMbIE
KOMITHIOTEPHOM TEXHUKOM, TSl pEIIeHUsT pa3HOOOPa3HBIX YIIPABICHYSCKUX 3a/1a4.

TpeOoBaHus K YPOBHIO OCBOEHMS TUCHMILIIHHBI
W3ydenune naHHOM y4eOHOH MTUCHMIUIMHBI HANpPaBICHO HAa (POPMUPOBAHUE y OOYHYAIOLIMXCS
YHUBEPCATIBHBIX U 001IenpodeccnoHanbHbIX KOMIETCHIINN:



KO,I[ N HAMMCHOBAHUC MHAUKATOPA| PC3y.]'IBTaTBI O6y‘ICHI/I${ 10 AUCHUIIIINHE
JOCTHIXCHUA
KOMIICTCHI N

IK-2. CnocofeH K OpraHu3aluM JAOKYMEHTHPOBAHHUSI YNPABJIEHYECKOH JesiTeIbHOCTH B
OpraHu3anuu

NIIK-2.1. Opranuzyer | 3Haer OCHOBBI OpraHu3anuu JIOKYMEHTUPOBAHUSA
JIOKYMEHTUPOBAHHE YIPaBICHYECKON AEATEIbHOCTH B OpPraHU3aliu
YIPaBJICHYECKOW JEATEIBHOCTH | YMeeT OpraHH30BbIBATh JOKYMEHTHPOBAHHUE YIIPABICHICCKON
B OpraHM3aluu JEATEIIBHOCTH B OpraHu3aluu

BnaneeT HaBBIKaMU opraHu3alnuunu AOKYMCHTHPOBAHUSA
ynpaBHqueCKOﬁ JACATCIIbBHOCTH B OpraHu3alnun

HIIK-2.2. [Ipumensier | 3Haer npuHOUNBI pPabOThl HMHPOPMAIMOHHBIX CHUCTEM B
WH(OPMAlIMOHHBIE CHCTEMbl B | YNpaBICHUYECKOH JEATEeIbHOCTU B OpraHU3AINH

YIPABIECHYECKON IEATENBHOCTH | YMeeT  NPHUMEHATh  MH(POPMAIMOHHBIC  CHCTEMbI B
B OpraHHU3aIuu YIPaBJICHUYECKOM JIEATETLHOCTH B OpraHU3aINN

Bnaneet HaBbikamu paboThl ¢ MHOOPMAILIMOHHBIMU CUCTEMAMU
B YIIPaBJICHYECKOM IEATEIBHOCTH B OPTaHU3aLUU

PesynbraTel 00yuyeHHs MO JUCHMIUIMHE JOCTUralOTCSd B paMKaX OCYIIECTBJIEHHMsS BCEX BUIOB
KOHTaKTHOM M CaMOCTOSITENbHOM paboThl OOydarolMXCsi B COOTBETCTBUU C YTBEP)KJIECHHBIM
y4€OHBIM IUIAHOM.

CTpyKTypa U cofepKaHue JUCHUILIHHBI

Pacrnipenenenuie TpyJ0€MKOCTH AUCHUIUIMHBI IO BUAaM paboT

OO0r11ast TPYA0EMKOCTD AMCIUILIMHBI COCTaBsIeT 3 3a4. /1. (108 yacor), uxpacmnpeneieHue Mo BUIam
paboT npeacTaBiIeHoO B TaOIuUIE

Bun pabdot Bcero Popma 06yyeHHst
4acoB OYHasl
7 cemectp 8 cemecTp
(108)
KonrakTHas pabora, B TOM 4ncJe: 54,2 54,2
AyAUTOpPHBIE 3aHATHA (BCEro):
SaHATHSA JIEKIIMOHHOI'O TUIIA 16 16
JlaGopaTopHbIe 3aHATHS
3aHTHSI CEMUHAPCKOI0 THIA (CEMUHApHI, 34 34

MPaKTUYECKHE 3aHSATHUS)
Muasi KOHTAaKTHasi padora:

KonTtpoisb camocTositenbHOM padoThl (KCP) 4 4
[Tpomexyrounas arrecranus (MKP) 0,2 0,2
CamocTosiTejibHAasi paboTa, B TOM YHCJI€: 53,8 53,8
Kypcosas paboma/npoexm (KP/KII) (noocomoska)

KonmpoavHas paboma

Peghepam/3cce (noocomoska) 10 10
Camocmosmenvhoe uzyuenue pazoeinos,

camono02omoska (npopabomka u nosmopenue| 23,8 23,8

IeKYUOHHO20 Mamepuana u mamepuanda y4eOHUuKog u
VUEOHBIX NOCOoOUll, NOO2OMOBKA K J1a00pamopHviM U
NPAKMU4ecKUM 3aHAMUAM, KOJIOKGUYMam u m.o.)
[ToAroToBKa K TEKYIIEMY KOHTPOJIIO 20 20
KoHTpoJIb:

[TonroToBKa K 9K3aMeHy (3a4eTy)
O061masi Tpy10€eMKOCTh uac. 108 108




B TOM YHCJICKOHTAKTHASA 52,2 52,2
adoTa
3a4. e[ 3 3

CTpyKTYypa M CHUATLINHBI
Pacripenenenne BUIOB y4eOHOM pabOTHI U UX TPYAOEMKOCTH TIO pa3esiaM TUCIUIUIHHEL Pa3nerns
(TeMbI) AUCIUIUIMHBI, U3y4aeMbie B / cemecTpe (ouHas popma)

KonnyecTBo yacoB
AynutopHast Breay -
No HanmenoBanue paznienoB (Tem) TOpHas
Bcero pabota
pabora
JI. 13 JIP [CPC
1 2 3 4 5 6 7
1. HopmaruHo- MIPaBOBBIC ocobennoct | 7,8 2 2 3,8
COCTaBIICHUS W YOpPAaBIEHUS OpPraHU3alMOHHO-
pacHOPSANTEILHOW TOKYMEHTAIIUU OPTaHU3AIHH
2. Ob6mas XapaKTEPUCTUKA cuctembl | 16 2 4 10
OpraHu3aIOHHO- pacToOpsANTEITHLHBIX
JTOKYMEHTOB
3. Crunmuctnueckue  ocobenHoctu  cocranenus | 20 | 4 6 10
OpPraHHU3aI[MIOHHON JTOKYMEHTAIlUU: COJEp)KaHUE U
00pa3iibl
4. Crunuctuueckue  OCOOGHHOCTH  COCTaBJICHUS
pacropsauTenbHON JOKyMeHTaluu: coaepxkanue u | 20 2 8 10
00pa3iipl
5. Crunmuctuueckue  ocobeHHoctu  cocrtaBienust | 20 2 8 10
CIIPABOYHO-UH(OPMAITUOHHON JIOKYMEHTAIUH:
coJiepKaHue 1 00pasIibl
6. | ABTomarm3anus pabOTHI C OpraHU3AIMOHHO- 20 | 4 6 10
PacniopsauTeNbHON JOKyMEHTalMen
UTOI'O no pazderam oucyuniutol 103,8| 16 | 34 53,8
KonTpons camocrositenbaoi padotsl (KCP) 4
[Tpomexyrounas atrectauus (MKP) 0,2
[ToaroToBka K TEKYIIEMY KOHTPOJIIO
OO6m1ast Tpy10€MKOCTb 1O AUCIUTIINHE 108

[Mpumeuanue: JI — nekumwm, I13 — mpaktudueckue 3aHstus / cemunapsi, JIP — maGopaTtopHbie
3anstust, CPC — camocrosiTensHas paboTa cTyneHTa

KypcoBbie padoThI: He ITpelyCMOTPEHBI
®opma npoBeiecHUsI ATTECTALMH 110 JMCHUIIJIMHE: 3a4€T

ABTOP: J01IeHT Kadeapsl 00IIero, CTPaTErnuecKoro, MHPOPMAIIMOHHOTO MEHEIKMEHTA U
Ou3HecC-TIpoIecCcoB, KaHAUAAT (pruto. Hayk, gomeHT Aposas A.C.



