AHHoOTanus K padoyeii mporpaMme JTUCIUTLINHBI
b1.0.17 JOKYMEHTOBEJIEHHE
HanpagJjienue noarotoBKu/cnennanbHocTh 46.03.02 lokyMeHTOBe/IeHUE U apXUBOBeIeHNe
O0beMm TpynoemkocTu: 144 yac. = 4 3a4eTHbIE eIUHULIBI

Heab IMCUMIIMHBI: Yepe3 CUCTEMHOE PACCMOTPEHHE TOKYMEHTA — €0 CYIIHOCTH, CTPYKTYPBI, CBOMCTB,
¢byHKUMH, KiIaccupUKauuii, poJd W MecTa B CHCTEME JOKYMEHTHOH KOMMYHHMKALlMd — YCBOUTb
UCIIOJIb30BaHME IPEeAIaraéMblX B H3y4aeMOM Kypce 3HaHUH.

3agaun AMCHUIUIMHBI. - O3HAKOMUTH CTYIACHTOB C TIOCICIHHUMH aKTYaJIbHBIMH O(QUIIHATEHBIMH,
HOPMATUBHBIMU U MHCTPYKTUBHO-PETTIAMEHTUPYIOIIUMH JOKYMEHTAMHU, NCUCTBYIOIIUMU Ha TEPPUTOPUU
Poccmiickoit ®eneparnum; - chopMHpPOBaTh y CTYACHTOB CHCTEMHOE IPEACTABICHHE O CYIIHOCTH,

CTpYKType, (yHKIMAX, W MHOrooOpasMu JOKYMEHTOB, COCTaBJSIIOIIMX OCHOBY JOKYMEHTHOH
JOKyMeHTaluu U (oHI0B OMOIHOTEK, HHYOPMALIMOHHBIX [ICHTPOB, apXHUBOB, MYy3€€B; - CPOPMUPOBATD Y
CTYACHTOB LEJIOCTHOE MpPEICTaBIeHHE 00 OOIIEeTCOPETUIECKUX, HCTOPUYECKUX, METOAMYECKHX U
OpraHU3alMOHHBIX MPOOIEeMax TOKYMEHTOBEICHHS; - CHOPMHUPOBATE Y CTYIEHTOB IPAKTHUECKHE HABBIKU
CO3J1aHMs JOKYMEHTOB, HX 00pabOTKH, XpaHEHHUS M UCTIONb30BaHHS.

MecTO IMCUMILIMHBI B CTPYKTYpe 00pa30BaTe/ibHOI NPOrpaMMbl

Huctummuna 51.0.17 «/lokymMeHTOBeIeHUE» OTHOCHUTCS K 00s13aTelIbHOM YacTu bioka 1 «/luciurmuas
(Momynu)» ydeOHOro miaHa. JWCHMIDIMHA W3y4aeTcs BO 2 CeMecTpe Ha ouyHOoW ¢opMe M Ha 2 Kypce
3a04HON (opMbI 00yUeHHs, 6a3upyeTcs Ha 3HaHUIX, YMCHUSAX U HABBIKAX, ITOJYYEHHBIX Ha IIEPBOM Kypce
MOJATrOTOBKU. B cBOIO ouepens oHa obOecrieuuBacT M3YYEHHUE CIEAYIOMIMX AUCHUIUIMH: JlOKyMeHTHas
JUHTBUCTHKA, Pa3paboTka HOPMAaTHBHO-METOJMYECKHX JOKYMEHTOB opranuzanmu, Cucrema
JIOKYMEHTAIH OpTaHu3alvy u Ap. YueOHas nporpamma aucuuiuinabl b1.0.17 «/lokymeHTOBeneHnE»
MpelycMaTpUBaeT MPOBEICHUE 3aHATUH B (hopMe JIEKINH, pakTudeckux 3aHsaThii. OHa OATOTOBIIEHA B
COOTBETCTBHH TPEOOBaHUAMU, NPEIbIBICHHbIMUA ¢ TpeOoBanusmMu OI'OC BO 3++. JlocTmxkeHue 1ienu
COIIPOBOK/IAETCS PACKPBITHEM Mepes CTyACHTaMH (yHIaMEHTaJbHBIX 3HAHWH B OOJIACTSIX CBS3aHHBIX C
IPUMEHEHUEM OCHOB JOKYMEHTOBEIEHHS, KOTOPbIE B COBOKYIHOCTH C HEIPEPHIBHBIM OOHOBJICHHEM U
WU3MEHEHUSIMH B allllapaTHBIX CPEICTBAX HAXOJAT BaXHOE MECTO B ()OPMHPOBAHMHM WH(POPMAIMOHHO-
TEXHOJIOTHYECKOTO TIOTCHIMANIA TPENNPUATHS, YTO OOECHEeYUT MPOYHOE W CO3HATEIHHOE OBJIAJICHUE
CTYACHTAMH OCHOBaMH 3HAaHMH O IHpoleccax IOJyYeHHs, XPaHEHHMs, NepeJadyd U NpeoOpa3oBaHUs
uHpopManuy. 3HaHME 3aKOHOJATEIbHOH W  HOPMAaTHBHO-METOAMYECKOM 0a3pl B 00JacTH
JOKYMEHTUPOBAaHHUSl  yIpaBlIeHUYECKOW WH(GOpPMAIWU, OCHOBHBIX TpeOoBaHMH K  oQopMIIeHUIO
YIOpaBJIEHYECKUX JOKyMEHTOB, HeoOXoauMo s ycmexa Joboro crenuanucrta B cdepe
JOKYMEHTOBEJICHHUSI M apXuBoBeleHHs. llepen cTyaeHTamMM pacKpbIBalOTCA 3HaueHHs MHGOpMAlMU B
pasBUTHUN COBpEeMEHHOTo olmiectBa. B xoxe o0y4deHWs! CTyNEHTHI JIOJDKHBI HAYYHUTHCS CO3HATENIHLHO U
paloHaNbHO HUCIIOJIb30BaTh BO3MOXHOCTH, MPEIOCTABIsIeMble KOMITBIOTEPHON TEXHUKOM, JJIS pelIeHUs
Pa3sHOOOPa3HBIX YIPABICHYECKUX 3aad.

TpeOoBanusi K YPOBHIO OCBOEHUSl AMCHUIUIMHBI M3ydenwe paHHOW Yy4yeOHOIl JUCHUIUIMHBI
HAINPABJIEHO HA (POPMUPOBAHME Y 00YUAIOUIUXCS CAEAYIOIIMX KOMIIeTeHIIUIi:

Kon n HanmenoBanue PesynbTarhl 00y4YeHHUs IO TUCIIUTUINHE
MHIUKaTOpa™ (3naem, ymeem, gnadeem (HaAGbIKU U/UAU ONBIM OESIMENbHOCU))

OIIK-2. Cnoco6eH HaxXo0AUTh OPraHN3aANMOHHO-YIPABJIeHYCCKHE PelIeHNs IPH PellieHN ! 3a1a4 B
cepe cBoeii npodeccuoHaNbHOM 1eATEJTbHOCTH

HNOIIK-2.1. 3HaeT OCHOBBI IMOWCKA 3aKOHOAATEIHFHON W HOPMATHBHO-METOIMYCCKON
Ocy1ecTBISeT MOUCK uHpopMar B 00JacTH  JOKYMEHTHPOBAaHUS  YIPaBIECHYECKOH
HE00X0 MO uHpOpMAaIIH
nH(pOpMAaITUH, OTTHPASICh YMeer WCKaTh 3aKOHOMATEIBHYI0 H  HOPMATHBHO-METOJIMYECKYIO
Ha pe3yJbTaThl aHaJIu3a uHpOpMaAIMI0 B 00JMacTH  JIOKYMEHTHUPOBAHHUS  YIPaBICHYECKOH
MOCTaBJICHHOM 3a1a4Hn nHbOpMaIUU

Brnaneer HaBblkaMuM ~TOWMCKa 3aKOHOAATEIbHOM W HOPMATHUBHO-
METOAMYECKOH  MHGMOPMAIHIO B 0o0jacT  JIOKYMEHTHPOBaHUS
ynpaBieH4IeCKOl nHpopMauu




Kox n HanmeHoBanue Pesynbrarhl 00ydeHHs 1O JUCIHIUTHHE
WHIUKaTopa™ (3Haem, ymeem, e1adeem (HABLIKYU U/UNU ONbIM OesAMeNbHOCTU))

HOIIK-2.2. YuactByeT B | 3HaeT OCHOBHble TpeOoBaHUS K O(OPMIICHHIO yNpaBICHUYECKUX
pa3paboTke JIOKYMEHTOB

OpTaHU3aIMOHHO- YMeer mpUMEHSTH 3HaHUS B TIporecce OGOPMIICHHS YIPABICHUYCCKUX
YIPaBICHUECKUX JTOKYMEHTOB

pemenuii B cpepe cBoel | BrageeT HaBbikamMu  O(QOPMIEHHS YIIPaBIEHYECKHX JOKYMEHTOB B
PO ECCHOHATTEHOM COOTBETCTBHUSAMH C TPEOOBAHHSIMHI

JICSITSIILHOCTH

[K-2. CnocofeH K opraHu3aniid JAOKYMEHTHPOBAHHUSI YINpPAaBJIeHYECKOH 1esiTeJbHOCTH B
OpraHu3aluM

UIIK-2.1. Opranuzyet 3HaeT OpTraHU3aIHOHHYIO 0azy COBPEMEHHOM OpraHu3anun
JIOKYMCHTUPOBaHHE JISIIONPOU3BOJICTBA

YIPaBICHUECKOM YMeeT HacTpauBaTh MPOIECCHI CIONPOU3BOJICTBA B OPraHU3aIUK
TEeSITeTLHOCTH B Brnageer HaBbIKaMu OpraHU3AIMU JICIONPOU3BO/ICTBA B KOMITAHUH
OpTraHH3alnN

HIIK-2.2. [Tpumenser 3HaeT OCHOBBI aBTOMATH3AIINH JISJTOTPON3BOICTBA

MH(GOPMAIUOHHBIC YMeeT aBTOMaTH3UPOBATh POLIECCHI ACIONPOU3BOICTBA

CHCTEMBI B Brnageer nHaBblkamMu pabOTBHI ¢ MporpaMMaMH IO  aBTOMAaTH3AIUH
yIpaBIeHYECKOM JIEIIONIPOU3BOJICTBA

JESTSIILHOCTH B

OpraHM3alnn

Conep:xaHue TUCHUNIHHBI:

Pacnpenenenue BunoB yueOHOH pabOThl U UX TPYAOEMKOCTH IO pa3iesiaM TUCHUTUINHBI.

O0mmas TpyI0EMKOCTh UCITUILINHBI cocTaBiseT 4 3ad. en. (144 gac.), ux pacupezeneHue Mo BuaaM padboT
Ha 3a04HOM (hopMe 00yUYCHHS MPEICTABICHO B TaOJIHUIIE.

Paznensl (TeMbl) AUCHUIUTMHBI, U3y4aeMble Ha 2 Kypce (3aouHast (hopMa o0ydyeHus)

Ne | HaumeHnoBaHue pa3zesnos (TeM) Bcero | KonnuectBo yacos
AynutopHas | Bueayauro-
pabora pHas pabora
J | II3 | JIP | CPC

1 2 3 4 |5 6 7

PA3JIEJI I Teopernueckue OCHOBBI
JOKYMEHTOBEICHUS
1 | Beegenue B mpeamer. llenu m 3amaum Kypca. 11 1 10

Jenonpon3BoacTBO Kak IMpPeaMET U3Yy4YCHHUS.
OcHoBHble  moHATHS. McTopusi — pa3BuUTHA
Jenonpoussojactsa B Poccun

2 | 3akoHOAATENbHASI U HOPMAaTUBHO-METOINYECKAS 12 1 1 10
6a3a B obnacTtu JIOKYMEHTHPOBAHUS
yrpasiieH4ecKol nHpopMaluu

3 | TpeboBanuss k Omankam u odopmieHuro | 12 1 1 10

PEKBU3UTOB YIPABICHUYECKHX JOKYMEHTOB
PA3JIEJI II. OCHOBBI COBPEMEHHOIO JEJIONPON3BOACTBA

4 | CoBpeMeHHas opraHu3anus JAeI0NpPOrU3BOICTBRA. 14 1 3 10
Cnyx0a JOKyMEHTAllMOHHOTO oOOecredYeHus
yIpaBJIeHUSI.
5 | Metoap! 1 ciocoObl JOKYMEHTUPOBAHUS 12 1 1 10
6 | Peructpanus JIOKyMEHTOB. KonTposs 13 1 2 10

HCIIOJIHCHUSA JOKYMCHTOB




7 | ®opMupoBaHHE M XpaHEHHE €I B 14 2 2 10
JIJIIONPOU3BOICTBE
8 | IlogrotoBka W mepemaya Jel B apXWB. 13 2 1 10
OKkcnepTuza  IEHHOCTH  JOKYMEHTOB B
JIJIOPOU3BOJICTBE.
OpraHu3aius apXMBHOTO XpaHEHUs JOKYMEHTOB 11 1 10
10 | ABToMaru3aius JeJI0MpPOU3BOJICTBA. 21 21
NTOI'O no pazgenam JuCUUIUIMHBI 133 10 | 12 111
KonTpons camocrositenbaoi padotsl (KCP) 2
ITpomexyrounas arrectauus (MKP) 0,3
IToaroroBka K TEKyIeMy KOHTPOJIIO 8,7
OO0m1ast TpyJ0EMKOCTh IO JIUCHUILINHE 144

KypcoBrblie padoThl: HE NpeayCMOTPEHBI
®opMa NpoBeeHNs] ATTeCTAIMH MO JUCHUIUINHE: 3K3aMeH

ABTOpBI: JOLIEHT Kadenpbl OOIIEro, CTpaTernuecKkoro, WHPOPMAIOHHOTO MEHEKMEHTa W Om3Hec-
MPOLECCOB, KaH. UCTOP. HAyK, JoleHT Toauka M.B.



