AHHOTanus padoueii NporpaMMbl JUCHUNJIMHBI
b1.0.17 JOKYMEHTOBEJIEHUE

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

eab (MCHUNINHBI:

gepe3 CHCTEMHOE PAacCMOTPEHHE JOKYMEHTa — €ro CYIIHOCTH, CTPYKTYPBI, CBOHCTB, (YHKIIHIA,
KJIAaCCU(UKAIUH, POJIM U MECTa B CHCTEME JOKYMEHTHOW KOMMYHHUKAITUN — YCBOUTH HUCIOJIb30BaHUE
MpeAJiaraéMbIX B M3y4aeMOM Kypce 3HaHUM.

3agaun TUCHUILIMHBI:

- O3HAaKOMHTH CTYJICHTOB C TMIOCICIAHUMH aKTYaJIbHbIMU OQHIUATBHBIMA, HOPMATUBHBIMU U
WHCTPYKTUBHO-PETIIAMEHTUPYIOIIMMH JTOKYMEHTaMH, NCHCTBYIOIIMMHU Ha TeppuTopun Poccuiickoit
®denepanny;

- c(hopMHUpPOBATh y CTYICHTOB CHCTEMHOE IPEJCTABICHUE O CYIIHOCTH, CTPYKType, QyHKIMAX, U
MHOTOO0pa3uy JTOKYMEHTOB, COCTABIIIOUIMX 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 TNPAKTUYECKHUE HABBIKM CO3JaHUS JOKYMEHTOB, HUX 00pabOTKH,
XPaHEHUsI U UCTIOJIh30BAHUSI.

MecTo AMCUMIVIMHBI B CTPYKTYpe 00pa30BaTeIbHON POrpaMMbl

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

JucuuniuHa u3ydyaercs Bo 2 cemecTpe Ha ouyHOM (hopMe U Ha 2 Kypce 3a04HOi (hopMbl 00yUeHus,
OasupyeTcs Ha 3HAHMSIX, YMEHHUSIX M HaBBIKaX, MOJYYEHHBIX Ha MEPBOM Kypce MOATOTOBKH. B cBOrO
ouepenb OHa OOeCTeYMBAET M3yUEHHUE CIEAYIOIUX IUCHUIUIMH: JIOKyMEHTHasl JIMHTBHCTHKA,
PazpaboTka HOpPMATHBHO-METOIUYECKUX JIOKYMEHTOB opranuzanuu, Cucrema TOKyMEHTAIlUH
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
COTIPOBOYKIAETCS PACKPBITUEM TIEPE CTYACHTaMH (yHIaMEHTAIBHBIX 3HAHUI B 001aCTAX CBSI3aHHBIX
C MPUMEHEHHEM OCHOB JJOKYMEHTOBEICHUS, KOTOPBIE B COBOKYITHOCTH C HETIPEPHIBHBIM OOHOBIIEHUEM
M UW3MCHEHUSMH B alllapaTHBIX CPEICTBAaX HAaxOIAT BaXXHOE MECTO B (OPMUPOBAHUH
WHGOPMAITMOHHO- TEXHOJIOTUYECKOTO TOTEHIHANIa TPEANPUSATHS, YTO OO0ECIeYWT TPOYHOE U
CO3HATEJIPHOE OBJIAJICHHE CTYAEHTAMM OCHOBAMHU 3HAHMH O IpoLEeccax IOJMYy4YeHUs, XPaHEHHS,
nepeaayn u npeodpazoBaHus HHOOPMAIHH.

3HaHUe 3aKOHOJATENBLHOH M HOPMATHBHO-METOAMYECKOW Oa3bl B 00JacTH JOKYMEHTHPOBAHUS
yIpaBiIeHYECKOM UH(OPMALIMU, OCHOBHBIX TPEOOBAaHMI K O(OPMIICHHIO YIPABICHYECKUX TOKYMEHTOB,
HEOOXOMMO JUIs ycTexa JII000ro crienuaircTa B cepe JOKyMEeHTOBeIeHus U apxuBoBeieHus. [lepen
CTYJIEHTAMH PAcCKpBIBAIOTCS 3HAU€HUS MHPOpPMAIMU B Pa3BUTHH COBPEMEHHOro oduecTBa. B xoze
00y4YeHHs CTyIEHTHI TOJHKHBI HAYYUTHCS CO3HATEIBHO U PAIIMOHAIBHO MCIIONIH30BATh BO3MOXKHOCTH,
MIPEIOCTABIIIEMbIE KOMITBIOTEPHON TEXHUKOW, AJIsI PEICHHS pa3HOOOPa3HBIX YIPABICHUYESCKHX 3a/ad.

TpeGoBaHus K yPOBHIO OCBOEHHS TN CHUTLTHHBI
W3ydenne paHHOW y4eOHOM JMCHUIIIMHBI HaAMpaBieHO Ha (OPMHUPOBAHHWE Yy OOYyYarOUUXCS
CIIEAYIOINUX KOMIIETEHITUH:



KO,I[ U HAaMMCHOBAHHC HWHAHWKATOpPA
JOCTHXKCHUA KOMIICTCHIUHN

P€3y.]'IBTaTI>I O6y‘{€HI/I$I 10O JUCHHUILINHE

OIIK-2. Cnoco6eH HaX0AUTh OPraHU3alHOHHO-YIPABJIEHYeCKHE PellleHUs NMPHU pellieHnH 32124 B
chepe cBoeii npodeccHoHATLHOM 1eSITeIbHOCTH

OIIK-2.1. OcymecTBaseT MOUCK
HEOOXOAMMOH nH(OpMaITHH,
ONUpAsCh Ha PE3yNbTaTbl aHaIn3a
MOCTaBJICHHOH 331291

3HAaeT OCHOBBI IOWCKA 3aKOHOJATEILHOM H HOPMATHUBHO-
METOJINYeCKONH WH(pOpMAIMA B OOJACTH JOKYMEHTHPOBAHHS
yIpaBICHYECKON HH()OpMaIuu

VYMmeer HUCKaTh 3aKOHOJIATEIBHYIO n HOPMAaTHUBHO-
METOJINYECKYI0 WH(POPMAIIO B OOJIACTH TOKYMEHTHUPOBAHUS
yIpaBiIeHIeCKOH HH(pOopMaITim

Bnaneer HaBbIKaMU MOMCKA 3aKOHOAATEILHON 1 HOPMATHBHO-
METOJINYECKON MH(OPMAIIHIO B 001aCTH JOKYMEHTUPOBAHUS
yIpaBieHYecKor HHPOpMauu

OIIK-2.2. YuacTByeT B pa3paboTKe
OpTaHU3alMOHHO-YTIPABIEHUECKUX
peuieHuii B chepe cBoeit

MpodeCCHOHANBEHON IEATEIILHOCTH

3HaeT OCHOBHEIE TPEOOBAHMS K 0OPMIICHUIO
YIPaBICHYECKUX IOKYMEHTOB

YMeeT IpUMEHSTh 3HaHUS B Ipoliecce 0QOpMIICHHUS
YOPaBIEHYECKUX JOKYMEHTOB

Brnaneet nHaBblkaMu 0(OPMIICHHUS YIPABICHYECKUX
JIOKYMEHTOB B COOTBETCTBUH C TPeOOBaHUIMU

OpraHu3ainum

IIK-2. Cnoco0eH kK Opranu3anuy J0KyMeHTHPOBAHHSA YIIPABJIEHYECKOMH 1eATeJbHOCTH B

[IK-2.1. Opranusyer
JIOKyMEHTUPOBAaHUE YIIPABIECHYECKON
ACATCIIBHOCTH B OpraHru3aluu

3HaeT OpraHU3aluOHHYI0 0a3y COBpEMEHHON OpraHu3aIlul
JeJIONIPOU3BOJICTBA

YMmeer HaCTpauBaTh MMPOLCCCHI ACTIONPOU3BOACTBA B
opraHusannu

Brageer HaBpIKaMu OpraHU3aNAN AESTOTPOU3BO/ICTBA B
KOMITAaHHUH

[IK-2.2. [Ipumensiet
nH(POPMALMOHHBIE CHCTEMBI B
YIPaBIEHYECKOH NeSTeTbHOCTH B
OpTraHHu3alU

3HaeT OCHOBBI ABTOMATHU3AIIMHU JICTIONIPON3BOACTBA

Vmeer ABTOMATU3UPOBATH IMPOLCCCHI ACJTIONPOU3BOACTBA

Vmeer AaBTOMAaTU3UPOBATH MMPOLCCCHI ACTIONPOU3BOACTBA

Conepxxanue TMCUMILINHBI

Pacnipenenenne BuaoB yaeOHON pabOThI M X TPYJOEMKOCTH TI0 pa3/ieiaM TUCIUILTAHBL.
OO6mmas TpyA0EMKOCTh TUCIUIUTUHBI cOCTaBIseT 4 3a4. ef1. (144 gaca), ux pacrpeneneHue mo BuIaM

paboT mpecTaBiIeHO B TaOIHIIE:

Pa3jennl (TeMbl) JUCHUILUIMHBI, H3y4aeMble BO 2 cemecTpe (ouHas (popma)

Ne | HaumenoBanue pa3ziesnos (Tem) Bcero | KonanuectBo yacos
AynutopHast | Bueaynu-
pabora TOpHAas

pabota
J |[I3 | JIP | CPC
1 2 3 4 1 5 6 7
PA3IEJI I Teopernueckue OCHOBBI
JIOKYMEHTOBE/ICHUS

1 | Beemenne B mpenmer. Llenm m 3amaum Kypca.

Jlenonpon3BoACTBO Kak MpEeIMET H3y4YeHUs. 8 5| 9 4
OcHoBHble  moHATHA. HMcropus  pa3BuTuA
JenonpousBoacTsa B Poccun




2 | 3akoHonaTeNbHAS M HOPMATHBHO-METOINYECKAs
Oa3za B obnactu noxkymeHntupoBanus | 10 2 2 6
ynpaBieH4ecKoil nHopMaIu

3 | TpeboBanust k OnaHkaM W OQOPMIICHUIO 12 4] 4 4
PEKBHU3UTOB yIPABICHYCCKUX JOKYMEHTOB

PA3JIEJI 1l. OcHOBBI COBPEMEHHOT'O JEIONPON3BOJICTBA

4 | CoBpeMeHHas opraHu3alus JAeIONpON3BOACTBA. | 12 4 | 4 4
Cnyx6a JOKYMEHTAI[MOHHOTO oOecredeHus
yIpaBIeHUS.

5 | MeTtoapl U ciocoObl TOKYMEHTUPOBAHUS 12 4 4 4

6 | Perucrpanus JIOKyMEHTOB. Kontpons | 12 4 | 4 4
MCIIOJIHEHUS IOKYMEHTOB

7 | ®opmupoBanue W Xpanenme gen B | 10 2 2 6
JICIIONTPOU3BOJICTBE

8 | IlogroToBka uW mepemaya Jel B  apXUB. 12 4 4 4
OKcmepTu3a  IEHHOCTH  JOKYMEHTOB B
JIEJIONIPOU3BO/ICTBE.

9 | Opranu3anms apXUBHOTO XpaHEHHS JOKYMEHTOB 8 2 | 2 4

10 | ABromaTu3arus AeJIONPOU3BOICTRA. 8 2 2 4
HNTOI'O no pazzenaM JUCHUILUIMHbI 104 | 30| 30 44
KoHnTtpoisb camocTositenpHOM padoTel (KCP) 4
[Tpomexxyrounas arrecranus (MKP) 0,3
[ToaroToBka K TEKyIemMy KOHTPOJIIO 35,7
OO0m1as TPyJ0OEMKOCTh 1O JIUCIHUILINHE 144

KypcoBbie pa6oThl: He peyCMOTPEHBI
®opMa NpoBeeHNs ATTECTAIUMH 10 TUCIUILTHHE: dK3aMeH

ABTOP: JOICHT Kadeapbl 001Iero, CTpaTerniecKoro, HHHOPMAIMOHHOTO MEHEKMEHTa 1 OH3HeC-
MPOLECCOB, KaHJ. UCTOP. HAyK, ToleHT Toauka M.B.



