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  OpPraHHM3aIl[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 auctuiuinael  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 W3MEHEHUSMH B amNmapaTHBIX CPEICTBAxX
HaXOJAT BaXXHOE MECTO B (popMHpOBaHUM HH(DOPMAIMOHHO- TEXHOJIOTHYECKOTO MOTEHIIHMAaIa
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 HAMMCHOBAHUEC MHAUKATOPA| PGSYJ'IBTaTBI O6y‘IeHI/I${ 10 JUCHUITIINHE
JOCTHXXCHHA KOMIICTCHIIMH

[IK-2. CnocofeH K OpPraHu3amuM JTOKYMEHTHPOBAHHSI YINPABJIEHYECKO 1eATeJbHOCTH B
OpraHu3aunu

NIIK-2.1. Opranuzyer | 3Haer OCHOBBI OpraHu3aluu JIOKYMEHTUPOBAHUSA
JOKYMEHTHUPOBAaHUE YIPABJICHYECKON IEATEIbHOCTH B OpraHU3aluN
YIPaBICHYECKOM IEATENLHOCTH | YMeeT OpraHu30BbIBaTh JOKYMEHTHPOBAHHUE YITPABICHYECKON
B OpraHU3alnu JIESITEIIbHOCTH B OpraHu3auu

Bnaneer  HaBblkaMM ~ OpraHu3aluM  JIOKyMEHTHPOBAHUS
yIpaBIEHUYECKON AESITEIbHOCTU B OpraHU3aliu

NIIK-2.2. [Ipumensier | 3Haer mnpuHUMOB PabOTHl HMHGOPMAIMOHHBIX CHUCTEM B
UH()OPMAIIMOHHBIE CUCTEMBI B | YIPaBICHYECKOH JEATEILHOCTH B OPraHU3aIiH

YIPaABIEHYECKON AEATENBHOCTH | YMeeT  NpUMEHSATh  MH()OPMAIMOHHBIE  CHCTEMBI B
B OpraHu3anuu YIIPABJICHUYECKON NEATEIbHOCTH B OpraHUu3aluu

Brnaneer HaBbikaMu paboTHI ¢ HH(G)OPMAITHOHHBIMH CUCTEMaMHU
B YIIPaBJICHYECKOM NEATEIILHOCTU B OPraHU3aluu

PesynbpTarel 0OydeHHs O AHUCLUUIUIMHE JOCTUTAIOTCS B PaMKaxX OCYILIECTBJIECHMSI BCEX BHJIOB
KOHTAKTHOM M CaMOCTOSITE€NbHOM pabOThl OOY4YaIOIIMXCS B COOTBETCTBUU C YTBEP)KICHHBIM
Y4eOHBIM IIJIAaHOM.

CTpyKTypa u cojiep:kaHue JMCHUIIIMHbI

Pacrnipenenenuie TpyJ0€MKOCTH AUCHUIUIMHBI IO BUAAM paboT

OO6wast TpyJ0EMKOCTh AUCLHUILIMHBI cocTaBiiseT 3 3a4. exl. (108 yacoB), uxpacnpeseneHue o Bugam

paboT npeacTaBiIeHoO B TabIuUIIE.

Bup pabot Bcero dopma o0yueHus
9acoB OYHasl
7 cemectp 8 cemecTp
(108)
KonrakTHasi paboTa, B TOM 4ncJie: 54,2 54,2
AyIMTOPHBIE 3aHATHS (BCEro):
3aHATHSA JIEKIIMOHHOI'O THUIIA 16 16
JlaGopaTopHbIe 3aHATHS
3aHATUS CEMUHAPCKOTO THIMA (CEMUHApHI, 34 34

PAKTUYECKHUE 3aHATHS)
Nnas koHTaKTHasA padora:

KonTpons camocrositenbHol padotsl (KCP) 4 4
[Tpomexyrounas arrecrauus (MIKP) 0,2 0,2
CamocTosiTesibHas padoTa, B TOM YHCJIE: 53,8 53,8
Kypcosas paboma/npoexm (KP/KII) (noocomosxa)

KonmponvHas paboma

Peghepam/>cce (noocomoska) 10 10
Camocmosmenvhoe uzyuerue pazoeinos,

CamMoOno0020mosKa (npopabomka u nosmopenue| 23,8 23,8

IEKYUOHHO20 MAamepuana u Mamepuaila y4eOHUKos Ul
VueOHbIX NOocoOUll, No020MoBKa K J1AOOPAMOPHLIM U
NPAKmMu4ecKuM 3aHAMUsIM, KOJJLOKGUYMAM U M.0.)

[ToaroToBKa K TEKYIIEMY KOHTPOITIO 20 20
KoHTpoJib:
[ToaroToBka K sK3aMeHy (3a4eTy)
O01masi Tpy10€eMKOCTh uac. 108 108
B TOM YHCJIEKOHTAKTHAA 52,2 52,2
abora
3a4. e 3 3




CTpyKTYypa IMCHUATLIHHBI
Pacripenenenre BUIOB y4eOHOM pabOTHI U UX TPYAOEMKOCTH TIO pa3esiaM TUCIUIUTHHEL Pa3aerns
(TeMBbI) AUCIUIUIMHBI, U3y4aeMbie B / cemecTpe (ouHas opma)

KonnuecTBo yacos
AynutopHas Bueay -
Ne HaumeHnoBanue pa3eiio (Tem) TOpHAas
Bcero pabota
pabora
JI 13 JIP |CPC
1 2 3 4 5 6 7
1. HopwmarusHo- MIPaBOBbBIC ocobennoct | 7,8 2 2 3,8
COCTaBJICHUS W YIOPABICHUSA OpraHU3aIlMOHHO-
pacopsANTEIILHOW TOKYMEHTAIIUN OpTaHU3aIAH
2. Ob6mas XapaKTEPUCTUKA cuctembl | 16 2 4 10
OpTraHU3aIMOHHO- pacToOpsANTEITLHBIX
JIOKYMEHTOB
3. Crunuctuueckue  ocodbennoctu  cocrasienus | 20 4 6 10
OpraHU3alMOHHON JIOKYMEHTAIIUU: COACPKaHUE U
00pa3iibl
4, CTUIMCTUYECKHE  OCOOEHHOCTH  COCTaBJIEHUS
pacnopsANTEeNLHON JOKyMeHTauu: coaepxkanue u | 20 2 8 10
00pasIpl
5. Crunuctuyeckue  ocodbennoctu  cocrabienus | 20 2 8 10
CIPAaBOYHO-UH(POPMAITHOHHOM JIOKYMEHTAIUH:
cojiepaHue u 00pasipl
6. ABTOMaTH3aIuUs pabOTHI C OPraHU3AIMOHHO- 20 4 6 10
PacniopsiauTenbHON TOKYMEHTalUEH
UTOI'O no pazderam oucyuniutbl 103,8| 16 34 53,8
KonTpons camocrositenbaoi pabotsl (KCP) 4
[Tpomexyrounas atrectrauus (MKP) 0,2
[ToaroToBKa K TEKyIIEMY KOHTPOJIIIO
OO6m1ast TpyI0EMKOCTb 1O JUCITUTUTIHE 108

[Mpumeuanune: JI — nekuwmu, 13 — npaktuueckue 3anstusi / cemuHapsl, JIP — maboparopHbie
3anstusi, CPC — camocrositenpHas paboTa CTy/IeHTa

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

ABTOPp: J01IeHT Kadeapsl 00IIero, CTPaTernuecKoro, MHPOPMAIIMOHHOTO MEHEIKMEHTA U
OM3HeC-TIpoIIecCcoB, KaHAUAAT (pruto. HaykK, gomeHT SAposas A.C.



