AHHOTanus K padoveil mporpaMmme JUCHUNIMHBI
b1.B.01.02 CUCTEMA JOKYMEHTAIUU OPTAHU3ALIUU

O0bem Tpynoemkoctu: 108 yac. = 3 3aueTHbIE eIMHULIBI

[enp qucuummzel: «CucTtemMa TOKyMEHTalMU OpraHU3auu» — chOpMUPOBATH Y CTYAEHTOB
LIEJIOCTHOE IPE/ICTAaBICHUE O HAlpaBICHUHU, OCBOUTH BJIAJECHUE TEHICHUUSAMHU PpPa3BUTHL
MH(POPMALMOHHO-OKYMEHTAI[MOHHOTO O00eCHeUeHHs YIpPaBICHUs M apXUBHOIO [ela, JaTh
HaBBIKM COBEPILICHCTBOBAHMS OPraHU3alliy XPaHEHUs IOKYMEHTOB, C(hOPMUPOBATH CIIOCOOHOCTH
COBEpILEHCTBOBATh JOKYMEHTAIlMOHHOE 00eCIeYeHUEe yIPaBICHuUs.

[enu n3y4yeHus TUCLUILINHBIL:

1) popMupoBaHre HayyHOIO MPEICTaBIECHHE O CTPYKTYpE U OCHOBAX (PyHKIIMOHHUPOBAHUS
CUCTEM JOKYMEHTAIlUU OpPraHu3allii, UX COBPEMEHHOM COCTOSIHUU U MEPCIEKTUBAX Pa3BUTHUS;

2) npuoOpeTeHue 3HaHUH O KOHIENUUAX, JEeKAIIUX B OCHOBE CHUCTEMbI JOKYMEHTAallUuU
OpraHu3aluy;

3) oBnageHHE WHCTPYMEHTAMHM U TEXHOJOTUSAMHU CO3JaHUsA, MaplIpyTH3alUud U
apXUBHUPOBAHUS JOKYMEHTOB B OpraHU3aluy;

4) npuoOpereHHe NPAKTUUECKUX HABBIKOB pabOThl C CHCTEMaMU JOKYMEHTAlMH
OpraHu3alIiy.

JlucuymimHa paccMaTpHUBaeT SBOJIIOLMIO Pa3BUTHSI CUCTEMBI JOKYMEHTALIMKA OpraHu3alny,
METOIBI cOOpa, CUCTEeMAaTU3aMK M XpaHeHHs] HH(POpMAINH, a TakKe YIpaBiIeHuEe MUPPOBBIMU
nokymMeHTamu. Oco0oe BHUMaHME YIENAETCS M3YYEHHUIO0 KOHUenuuil  6e30yMa)XHOro
JICJIONPOU3BO/ICTBA U Tepexofa K JJIEKTPOHHOMY JIOKYMEHTALIMOHHOMY COIIPOBOXIEHUIO
IIPOLIECCOB YIIPABJICHUs OpraHU3aliy.

3aaun AUCLUUILINHBL:

JUid [OCTHIKEHHUs LeJed pelaroTcs CIENYIIUE 3aladd H3Y4YCHHs JUCLUIUIMHBL
Teopemuueckas komnonenma

1) u3ydyeHne OCHOBHBIX TEXHOJIOIMI CHCTEM JIOKYMEHTHPOBaHUS;

2) u3y4eHue TEPMUHOB B 00JIACTH CUCTEMBI JOKYMEHTOOOOPOTA U JI€JI0IPOU3BO/ICTBA;

3) u3yyeHue METOJI0B aHajIKM3a LU(PPOBBIX JOKYMEHTOB U MPOrPAMMHBIX IIaTGOPM s UX
peanuzanum.

Iloznasamenvuas xomnonenma

4) u3yuyeHue HBOJIIOLUU PA3BUTHUS CHUCTEMBbl TOKYMEHTAIlUU OpraHM3alMi M KOHLEMIUN
JIOKYMEHTUPOBAHUS YIIPaBICHYECKON JEATEIBHOCTH;

5) dopmupoBaHue MpeACTaBICHUS O METONOJIOTMYECKUX OCHOBAX CO3/1aHUS MOACHCTEMBI
JIeNIOTIPOU3BO/ICTBA Ha 06a3e HU(PPOBBIX TEXHOJIOTHIA;

IIpakmuueckas komnonenma

6) ymeHue chopMyIupoBaTh TPeOOBaHMS K CUCTEME IOKYMEHTAIlUU OpTraHU3aluH;

7) npuoOpeTeHre ONbITa PEIIeHNs MPAKTUYECKUX 3a/1a4d CPECTBAMH CUCTEM JOKYMEHTAIIUU
OpraHH3aI|Hy.

MecTo quctUIIMHBL (MOIYISI) B CTPYKTYpe 00pa30BaTeIbHON MPOTrpaMMBbl

Jucnummnza «CucreMa JOKYMEHTAlMM OPraHU3alun» OTHOCHUTCS K bioky JlncuuninHb
(Monynu), hopMupyemMoi y4acTHUKOM oOpa3oBaTesbHbIX oTHomeHui Moaynes 1 "HopmarusHzo -
MeToauueckoe oOecriedyeHne ymnpasieHus aokyMmeHTanued B Poccum 3a pyOexom" ydeGHOrO
raHa. Mzydaercs oHa B 3 cemecTpe ouHOM Gopmbl 00yueHHs1, 0a3upyeTrcss Ha 3HaHUSAX, YMEHHSIX
U HaBbIKaX, IOJYYEHHBIX Ha IEPBBIX ABYX Kypcax IIOATOTOBKM. B cBorwo odepenbp oOHa
o0ecrieunBaeT M3y4yeHUE CIEIYIOMMX JUCHUIUIMH: OJEKTPOHHBIE apXUBbl U apXHUBHBIN
ayTcopcuHr, LludpoBble TEXHOJIOTMH B JIOKYMEHTOBEJCHHMM W apXuBoBeAeHHH, OCHOBBI
ANIEKTPOHHOTO JIOKYMEHTOOOOPOTa B OpraHu3alnu, TeXHOIOTHH OUU(POBKU U PETPOKOHBEPCHS
JIOKYMEHTOB U Jp.

VYyeOHnass mporpamma  JucHUIUIMHBL  «CHcTeMa  JTIOKyMEHTallMd — OpTraHu3alumn»
npeaycMaTpuBaeT NpPOBEACHHE 3aHATUH B (opMe JeKIUi, npakTHuecKux 3aHsTuil. OHa
MOJTOTOBJIEHA B COOTBETCTBUH TPeOOBaHUIMH, MpeabsBieHHbIMUA ¢ TpeboBanusmu GI'OC BO
3++.

JlocTrkeHne 1enu COMPOBOXKIAETCS PACKPBITHEM MEepe]] CTyIeHTaMu (pyHIaMeHTaIbHBIX
3HaHUH B 001aCTSX, CBA3aHHBIX C CHCTEMaMH JIOKYMEHTAIlUU OPTaHU3alM1, KOTOPHIE BCIECICTBHE
HENPEpbIBHOIO OOHOBJIEHUS M M3MEHEHUS B allllapaTHBIX CPEJICTBAX HAXOAAT BaKHOE MECTO B



(dbopMHupoOBaHUHN MHPOPMAITTOHHO-TEXHOJIOTMYECKOTO TIOTEHIINANA MPEIIPUATHUS, YTO 00CCIICUUT
IIPOYHOE U CO3HATEIIBHOE OBJIAJICHHE CTYACHTAMM OCHOBAaMH 3HAHHMU O MPOLECCAX IMOIY4YCHHUS,
XpaHeHHs, TMepeaaud u mpeoOpasoBaHus HMH(PoOpManMHU. 3HAHUS TOCTPOSHHUS CHCTEMBI
JOKYMEHTAllUM OpraHu3aluu, pa3pabOTKH, aIMUHUCTPUPOBAHMS M TEXHOJOTMM JIOCTYIa
HEOOXOAMMBI Ul yCIexa JII0oro crenuaiucTa no JoKyMeHToBeneHuto. Ilepen crymentramu
PacKpbIBAIOTCS 3HAYEHUS CUCTEM JOKYMEHTALMM OPraHU3allid B Pa3BUTHM COBPEMEHHOTO
obmecTBa. Bxome oOydeHHsI CTyIEHTbl [ODKHBI HAydaTcsl CO3HATENBHO U PAIlMOHAJIBHO
UCIIOJIB30BaTh BO3MOXHOCTH, IPENOCTABISIEMbIE KOMIIBIOTCPHOM TEXHUKOM, Ul PELICHUs
pa3sHOOOpa3HBIX YIpaBICHUYECKUX 3aaad. [lepedeHp IUIaHUPYEMBIX PE3YJIbTaTOB OOyYEHHS IO
JUCHUIUIMHE  (MOXYJI0), COOTHECEHHBIX C IUIAHUPYEMBIMH  pPE3yJbTaTaMH  OCBOCHMS
o0Opa3oBare’abHON NporpaMmbl M3ydeHue paHHOW Yy4eOHON AMCHUIUIMHBI HAlpaBlIeHO Ha
(dopMupoBaHUe y 00yUaroIMXcs CISAYOMIMX KOMIIETCHIIHII:

Kon u naumeHoBaHue Pe3yabrarhbl 00yueHus mo JUCHUILINHE (3HAET, yMeeT, BiajieeT
HHAUKATOpa® (HABBIKH H/WJIH ONBIT AeITEJIbHOCTH))
I1K — 2. Cnoco0eH K opranu3alnyy JOKYMEHTUPOBAHUS YIPABICHUYCCKON IESTEIbHOCTH B OpraHu3aluu
HIIK-2.1. Opranmsyet | 3HaeT, KaK JOKYMEHTHUPOBATh YIPABICHUYCCKYIO ACSITEILHOCTh
TOKYMEHTHPOBaHUE YMeeT NpUMEHSTh CUCTEMbI IOKYMEHTHPOBAaHHUS
YIPaBICHYECKOH NEATENLHOCTH B | BiiajieeT  HaBbIKAMH  JIOKYMEHTHPOBAHHS  YIIPaBIEHYECKOU
OpraHu3aluu JISSTENIbHOCTH B OpTaHHU3aliN
UIIK-2.2. [Mpumensier | 3HaeT MHOPMALIMOHHBIE CHCTEMBI pabOTHI C TOKYMEHTaMHU
UHOOPMALMOHHBIE CHUCTEMBl B | YMEET NPHUMEHSITh HHPOPMAIMOHHBIE CHCTEMBI B paboTe C
YIPABICHYECKOH IEATENbHOCTH B | JIOKYMEHTAMHU
OpraHu3anuu Nmeer ompiT paboThl ¢ WHGOPMAIMOHHBIMHA CHCTEMaMH B
YIpaBIeHUYECKON JAesITeIbHOCTH B OpraHu3aluu

Conepxanne TUCHMIUIMHBL: PacripenerneHue BUIOB yueOHOW pabOTHl U UX TPYIOEMKOCTH IIO
paszenam JAUCHUIIUHBL.

Paznensl (TeMbl) TMCIUILIMHBL, H3y4aeMble Ha 3 Kypce (3aouHas fopma oOyueHus)

Komnuuectso yacos

Bueaynu-
AynuTtopHas
No HaumenoBanue pa3aenos (Tem) TOpHas
Bcero pabora
pabota
J I13 JIP CPC

Beenenue. MeTonbl v ciocoObI TOKYMEHTHPOBAHHSL. 26 1 2 22
OpraHu3aiioHHOE TPOSKTUPOBAHUE CITYKOBI 26 ! ) »
JIOKYMEHTOBEJECHUS U TOKYMEHTOIIOTOKOB.
Opranuzanus 1 TEXHOJIOTUS TOKyMEHTAlMOHHOTO 2 | ) ”
o0ecrieueHus yrpaBieHHs..
HHdopManioHHbIE TEXHOJIIOTHH B IOKYMEHTAITUOHHOM
o0ecrieueHuH yrnpaBieHHus 1 apXuBHOM Jene. Opranuzanust | 29 1 4 24
CEKPETapCKOro 00CITyKUBaHUS
UTOI'O no pazdenam oucyuniunvl 104 | 4 10 90
Kontpons camocrostensHoit pabotsl (KCP)
[IpomexyTtounas arrecrarus (MKP) 0,2
[TonroroBka K TEKyIIEMY KOHTPOJIIO 3,8
O01mas TpyA0eMKOCTb MO JUCIHUILIIINHE 108

KypcoBrbie padoThl 10 JUCHUIUIMHE HE IPELYCMOTPEHBI
@dopMa npoBeJeHNs aTTECTALMH MO JUCIUIIHHE: 3aUeT

ABTOpP: 101EHT Kadeapsl 00IIero, CTpaTernyeckoro, MHHOPMaMOHHOTO MEHEKMEHTA
1 OM3HEC-TIPOIIECCOB, KaH/. UCT. HAayK, NOIeHT Toquka M.B.



