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 OpraHu3aluM JAOKYMEHTHPOBAHHUSI YNPABJIEHYECKOH /JesiTeIbHOCTH B
OpraHu3anuu

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

Biameer  HaBbIKaMM ~ OpraHuM3aluy  JOKYMEHTHPOBAHUs
YIPaBICHYECKON AEATEIbHOCTH B OpPraHU3alMu

NIIK-2.2. [Ipumensier | 3Haer mnpuHUMOB PabOTHl HMHGOPMAIMOHHBIX CHUCTEM B
UH()OPMAIIMOHHBIE CUCTEMBI B | YIPaBICHYECKOH JEATEILHOCTH B OpraHU3aIliH

YIPABIEHYECKON JEATENBHOCTH | YMeeT  NpUMEHSATh  MH()OPMAIMOHHBIE  CHCTEMBI B
B OpraHu3anuu YIIPABJICHUYECKON NEATEIbHOCTH B OpraHUu3aluu

Bnaneer HaBbikamu paboThl ¢ HH(OPMAILIMOHHBIMHU CUCTEMaMHU
B YIIPaBJICHYECKOM IEATEIBHOCTH B OPraHU3aLUU

Pe3ynbraTel 00y4eHHsI MO AMCHUIUIMHE IOCTHTAIOTCS B paMKax OCYIIECTBIICHHS BCEX BHUJIOB
KOHTAaKTHOM M CaMOCTOSITEIbHOH pPabOThl OOYYaIOMIMXCS B COOTBETCTBHUHU C YTBEP)KICHHBIM
y4eOHBIM IUTaHOM.

CTpyKTYypa u cojiep:kaHue JHUCHUTIIHHbI

Pacripenenenue Tpy10éMKOCTH TUCIUILTHHEI IO BUIAM PadoOT

O61mas Tpy40EMKOCTh AUCUMILINHBI cocTaBiseT 3 3a4. ea. (108 yacoB), uxpacnpezaeneHue no Bujgam

paboT mpeAcTaBIeHO B TaOIHUIIE.

Bun pabot Bcero dopma o0yueHus
4acoB OuHas
3 xype (108) | 4 kypc
KonrakTtHas pabora, B TOM 4ncJe: 30,2 30,2
AyAUTOpPHBIE 3aHATHA (BCEro):
3aHsITHSI JEKIIMOHHOTO THIA 14 14
JlaGopaTopHbIe 3aHATHS
3aHSATHSI CEMUHAPCKOI0 THIA (CEMUHApHI, 14 14

MPAKTUYECKHUE 3aHATHSA)
MNnasi koHTaKTHas1 padoTa:

KonTposs camocrositesnibHo# pabotel (KCP) 2 2
[Tpomexxytounas arrecraius (MKP) 0,2 0,2
CamocTosiTeJibHasi paboTa, B TOM YHCJIe: 74 74
Kypcosas paboma/npoexm (KP/KII) (noocomoska)

KonmpoavHas paboma

Peghepam/3cce (noocomoska) 30 30
Camocmosmenvhoe u3zyuenue pazoenos, camono020mosKa

(npopabomka u nosmopenue JNeKYUOHHO2O0 Mamepuaia u 24 24

mamepuana y4eOHuUKo8 u yueOHvlx nocooutl, no020mosKa K
1abOpaAmMopHbIM U NPAKMUYECKUM 3AHSMUSM, KOJIOKSUYMAM

um.o.)
[ToaroToBKa K TEKYIIEMY KOHTPOJIIO 20 20
KoHTpoJIb:
[TonroToBKa K 9K3aMEHY (3a4eTy)
OO61masi Tpy10€eMKOCTh yac. 108 108
B TOM YHCJIEKOHTAKTHAA 30,2 30,2
abora

3a4. e[ 3 3




CTpyKTypa AMCHHITHHBI
Pacripenenenne BuaoB y4eOHOI pabOTHl M UX TPYAOEMKOCTH IO pasjeiaM JUCIUILINHBL. Pazaemnb
(Tembl) TUCIUIUIMHBI, U3y4aeMbie B / ceMecTpe (ouHas popma)

KonnyecTBo yacoB
AynuTopHas Breay -
No HanmenoBanue paznienoB (Tem) TOpHas
Bcero pabota
pabora
JI. N3 JIP [CPC
1 2 3 4 5 6 7
1. HopmarugHo- IIpaBOBbIE 0COOEHHOCTH 2 2 24
COCTaBJICHUS W YIOpPaBIEHUS OpraHU3alMOHHO- | 28
pacopSANTEIILHOW TOKYMEHTAIIUU OpTaHU3aIHH
2. Ob6mas XapaKTEPUCTUKA CHUCTEMBI 2 2 10
OpraHU3alMOHHO- pacnopsiauTenbHeix | 14
JIOKYMEHTOB
3. Crunuctuueckue  OCOOGHHOCTH  COCTaBJICHMUS 2 2 10
OpPraHU3aIMOHHOM TOKyMEHTalluu: cojepkanue u | 14
00pa3iibl
4. Crunuctuueckue  OCOOGHHOCTH  COCTaBJICHMUS
pacrnopsiANTeIbHON TOKyMEHTaluu: coaepxkanue u | 14 2 2 10
00pa3iibl
5. Crunuctuueckue  OCOOGHHOCTH  COCTaBIICHHS 2 2 10
CIPAaBOYHO-UH(POPMALIMOHHON JoKyMeHTauuu: | 14
coJiepKaHue 1 00pasIbl
6. ABTOMaTH3a1Us pabOThI C OpraHU3aMOHHO- 18 4 4 10
PacniopsauTenbHON JOKyMEHTaen
UTOIO no pasdenam oucyuniunbol 102 | 14 | 14 74
KonTpons camocrositenbaoi pabotsl (KCP) 2
[Tpomexyrounas atrectrauus (MKP) 0,2
[ToaroToBKa K TEKyIIeMy KOHTPOJIIIO 3,8
OO61ast TpyA0€MKOCTb 10 AUCHUTIINHE 108

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

KypcoBbie padoThI: He TpeyCMOTPEHBI
®opma npoBeicHUsI ATTECTALNH 110 JMCHUILJIMHE: 3a4€T

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



