AHHOTANMS MO THCHHIUINHE
B1.B.J1B.15.01 JOKYMEHTALHMOHHOE OBECIIEYEHUE YIIPABJIEHUA B AKHUOHEPHOM
OBLIECTBE
OO6mast TpyZoEMKOCTh TUCIMIDINHEI COCTABIAET 6 3a4. ex. (216 gac.; n3 HUX — 84 yaca KOHTaKTHOH pabOTEL, B TOM
grcye: 72 4ac. ayINTOPHOM Harpy3Ku: JIEKIIMOHHBIX 36 "ac., mpaktniaeckux 36 gac.; KCP — 12 gac., UKP — 0,3 gac.;
96 gac. camocTOATENEHON PabOTHI)

Heas aucuMNIMHBI - (GOPMHPOBAHNE KOMIUIEKCHOTO IIPEACTABICHUS O CYIIECTBYIOMIEH MpPaKTHKE OpraHU3aln{
JICITOTIPOM3BOICTBA B PA3IMYHBIX OPTaHU3AIMIX HETOCYIAPCTBCHHBIX ()OPM COOCTBCHHOCTH.

3amauu JUCHUIIMHBI

- OCBOUTH TEOPETHYECKHE 3HAHWA B OOJNACTH JOKyMEHTAlMH o0Opa3ymomeics B ACATEIFHOCTH KOMMEPYECKHX
OpraHu3anuii;

- chopMupoBaTh MPEACTABICHUE O MPOIEAYpPax NOKYMCHTHPOBAHUS CO3MaHUS M PETUCTPAIMU, PECOPTaHU3AIMH U
mukBuaanun AQ;

- MOJYYUTh HEOOXOIMMBIM HABBIK MOJATOTOBKU M O(DOPMIICHHUS JOKYMCHTOB U OpraHH3aluu paboThl ¢ TOKYMCHTAMH B
AO.

Mecrto qucuumiaunsl B crpykrype OOII BO:

YueOHas pucrumuimHa «JlOKyMEHTaIlMOHHOE OOCCIICYCHHE VYIPABICHUS B AaKIMOHEPHOM OOIIECTBE)» SBIACTCS
00s13aTeNNPHON  AWCHUIUTMHON BapuWaTHBHOM dYacth, HampasieHus moarotoBku 46.03.02 «JlokymeHTOBeneHHE U
apXUBOBEICHUE)» NPOrpaMMbl «OpraHM3allMOHHOE MPOCKTHPOBAHNE JOKYMECHTAIIIOHHOTO O0CCIICUCHUs YIIPaBICHUS B
OpTaHU3AIIIY.

TpeGoBaHus K 0OCBOCHHMIO CTYA€HTOM JUCHUIIUHBI:

B wutore wusydyeHus AUCUUILTHHBI «J[OKyMEHTAIlMOHHOEC OOCCIICUCHHE YIPABICHHUS B AaKIMOHCPHOM OOIIECTBEY
CTYACHTBI JIOJDKHBI TPUOOPECTH HEOOXOoAMMbIC Uit (HAKTHUCCKOTO IPOSBICHUS 3asABJICHHBIX KOMIICTCHITUIA
NpPEJICTAaBICHUS, 3HAHWS, YMCHHS U HaBBIKA. Pe3ynmpTathl OOYYCHHS CTyJCHTa (3HAHUSA, YMCHHSI, HABBIKH),
(dhopMupyeMble U3ydaeMOl TUCIIUIUTHHOM.

Ne Wnnekc Copneprxanue B pesynpraTte u3ydeHus y4eOHOM UCIUIUIMHBI O0OyUYaroNniecs T0KHBI
KOMIIETEHI[UU KOMIETEHI[UU 3HATh yMETh BJIAJICTh
(nu ee yacTH)
1 CIIOCOOHOCTBIO HCTOPHIO M COBPEMEHHOE | OLIEHHBATh UCTOPHIO U OLICHUBATh HUCTOPHIO U
OLIEHUBATh UCTOPHUIO U COCTOSIHHUC 3apy6€>KHOr0 COBPEMCHHOE COCTOSTHUE COBPEMEHHOC
COBPEMEHHOE OTIBITA YIIPABICHUS 3apy0eKHOTO OmbITa COCTOSIHUE
COCTOSIHIE JOKyMEHTaMH U yIIpaBICHUS 3apy0exHOT0 OIbITa
MK-7 3apyGENHOTO OIHTA OpraHHu3ally HX JOKYMEHTaMH U yIIpaBJICHHUSI
XpaHEHUs OpraHH3allK HX JOKYMEHTaMH H
YUpaBJICHHA XpaHEHH OpraHu3ally uX
JIOKYMEHTaMH U XpaHeHNs
OpraHu3aluy Uux
XpaHEeHUs
2 CIIOCOOHOCTBIO KaK OTIPEIeINTh aHaJIM3UPOBAThH CITOCOOHOCTBIO
K-8 aHAT3HPOBATh LEHHOCTh TOKYMEHTOB C | IIEHHOCTb JJOKYMEHTOB C | aHaJIM3UPOBAThH
LEHHOCTb IOKYMEHTOB LETBI0 UX XPAHCHHUS LENBI0 UX XPaHCHHSI LEHHOCTh JOKYMEHTOB C
C 1IEJIBI0 MX XPaHEHHs UCTIBIO MX XPaHCHHA
3 CIIOCOOHOCTBIO BECTHU METOJBI PadOTHI B BECTH Hay4HO- CITOCOOHOCTBIO BECTH
HayLIHO'MeTOI[I/IquKyIO TOCYy1apCTBEHHBIX, METOAUYECCKYIO pa60Ty B HAyYHO-METOOJUYCCKYIO
paGoty B MYHHIUMATBHBIX rOCyIapCTBEHHBIX, paboty B
MK-13 TOCYIAPCTBEHHBIX, apX#BaX 1 apXHBax MYHHIUMATBHBIX rOCyIapCTBEHHBIX,
OpraHusalvu apxXuBax U apxXuBax MyHHLlI/Il'laJ'[beIX
MYHHLMITAIBHBIX -
OpraHu3alum apxXMBax M apXmBax
apxMBax U aE)XI/IBaX P ——
OpraHu3anui
4 CITOCOOHOCTBIO paboTy ciyxObI OpraHU30BBIBATH CITOCOOHOCTBIO
OpraHU30BbIBAThH JIOKYMEHTallHOHHOTO paboTy ciryxkObI OpraHU30BBIBAThH
paboTy ciyx 051 obecrieyeHus JOKYMEHTAI[HOHHOTO | paboTy ciay KOsl
TTK-30 JIOKYMEHTallHOHHOTO yIpaBJIeHUs U obecrnieueHus JIOKYMEHTaIIMOHHOTO
i obecriedeHus apXUBHOTO XPaHEHHUS yIpaBJIeHUs U obecrieueHus
YIIpaBJIeHUS U JIOKYMEHTOB apXMBHOTO XpaHEHUs | yHpaBJeHUS U
apXUBHOT'O XPaHEHUS JIOKYMEHTOB ApXUBHOTO XpaHEHUS
JTOKYMEHTOB JIOKYMEHTOB
5 BJIaJICHUEM 3aKOHOJATEIbHYIO U OPHUEHTUPOBATLCS B 3aKOHOAATENIbHOMN U
3aKOHOHaTeHBHOﬁ u HOPMAaTUBHO- HpaBOBOﬁ Oaze HOPMAaTUBHO-
HOPMATHBHO- METOMIECKYIO 6a3y HH(POPMAIHOHHO- METOMIECKOM 6a30it
METOIHYECKOH 6a30il uH(OPMAIHOHHO- JIOKyMEHTAI[HOHHOTO uH(pOpMAHMOHHO-
ITK-32 unbopMaI _ JOKYMCHTAL[IOHHOT'O obecneyeHus JOKYMEHTALHOHHOTO
PMAlHOHHO obecrneyeHust yIpaBieHUs, apXUBHOTO | obecrieueHus
AOKYMCHTaLIHOHHOTO yIpaBICHHUS U Je7Ia U CMEXHBIX YIpaBJICHHS U
obecmeueHs ApPXMBHOTO Jefa obnacreit apXHMBHOTO JeNa,

YIPaBJICHUS U CHOCOOHOCTBIO




apXUBHOTO JIeNa,
CIIOCOOHOCTEHIO
OPUEHTHPOBATHCS B
MIpaBOBOI Oaze
CMEXHBIX o0JracTei

OpPHEHTHUPOBATHCS B
MIpaBOBOH Oa3ze
CMEXHBIX oOacTei

Coaep:kaHue U CTPYKTYPa AUCHUTIMHBI (MOTYJI51)

Pacnpenenenne Tpy10eMKOCTH IO BCEM BHIAM ayIUTOPHOHN M CaMOCTOSITENbHON pabOTHI CTyICHTA 110 CEMECTpaM

Cemectpsl
Bun yue6HOI paboTs Beero (gacer)
4acoB 7 8

AyIuTOpHBIe 3aHATHS (BCeEro): 72 72
3aHsTHS JEKIUOHHOTO TUIIA 36 36
JlaGopaTopHbIe 3aHATHS 36 36
3aHATHSA CEMUHAPCKOTO THIIA (CEMUHAPHI, IIPAKTHYECKIE 3aHATHS) - -
Huasi KOHTaKTHas padora:
Kontposb camoctositensHol padotsl (KCP) 12 12
IIpomexxyrounas arrectanus (UKP) 0,3 0,3
CamocTosiTeIbHasi padoTa, B TOM YHCJI€: 96 96
Kypconast pabota 50 50
ITpopaboTka y4eOHOro (TCOPETUIECKOro) MaTepraia 26 26
BrinonHenne MHAUBUYadbHBIX 331aHUN (TIOJTOTOBKA COOOIIEHUIH, 20 20
TIpe3CHTAIH)
Pedepar - -
IMoaroToBKa K TEKYIIEMY KOHTPOIIO - -
Kontpoasb:
[ToarotroBka K 3K3aMeny / 3a4ery 35,7 35,7
O0mast Tpy10eMKOCTh qac. 216

B TOM YHCJIe KOHTAKTHAs

padora, yac. 84

3a4. ef. 6

Paznensl AMCHUIUTHHBI, H3ydaeMble B 7 ceMecTpe 04HOM (popMbI 00yueHHS

HanmeHnoBanwme paznernos (Tem)

Ounas popma

KonmaecTBo yacoB

Ne AynuTtopHas Bueayau-
pabota TOpHAast
Bcero pabora
JI I3 | JIP CPC
1 2 3 4 | 5 | 6 7
1 | BBEJJEHUE. AKIMOHEPHOE OOIIECTBO - OpPraHU3aIMOHHO- 6 2 - 2 2
npaBoBas (opMa KOMMEPUECKOTO TPEPUATHS
2 | TocyaapcTBEHHOE PETyIMPOBaHUE JOKYMEHTAIIMOHHOTO 6 2 - 2 2
obecriedeHnst yIpaBIeHus B aKIIHOHEPHBIX OOIIECTBAX
3 | JlokanpHas perjaMeHTaIUs JOKYMEHTAI[MOHHOTO 8 2 - 2 4
obecreyeHus yIpaBICHHsI
4 | JlokyMEHTHPOBaHUE YUPEKICHUSI AaKIIHOHEPHOTO 00IIIeCTBa 8 2 - 2 4
5 | lokyMeHTHpOBaHUE TOCYJapCTBEHHON pPEerucTparyuu 6 2 - 2 2
AKIUOHEPHBIX OOIIIECTB
6 | JlokyMeHTAIMOHHOE 00CCIeUeHHE MOTOTOBKH U 8 2 - 2 4
MIPOBEICHMSI OOINX COOpaHMI aKITMOHEPOB
7 | IoKyMeHTaINOHHOE 00eCIeueHne qeATENbHOCTH COBETA 8 2 - 2 4
JTIUPEKTOPOB
8 | biaHku JOKYMEHTOB 14 4 - 4 6




9 | O6mue npaBuia 0hOpMIICHHS] PSKBU3UTOB 6 2 - 2 2
10 | TpeboBaHuUs K M3TOTOBIEHUIO JOKYMEHTOB 6 2 - 2 2
11 | 3akoHOmaTENBHAsS OCHOBA XPAHEHHS JOKYMEHTOB 6 2 - 2 2
AKI[MOHEPHBIX OOIIECTB
12 | Opranuzanys XxpaHeHHs IOKYMEHTOB B JICJIOTIPOM3BO/ICTBE 6 2 - 2 2
aKITMOHEPHOT'0 00IIeCcTBa
13 | dopmupoBaHKe U XpaHEHUE €T 6 2 - 2 2
14 | Cpoku XxpaHeH¥Hs JOKYMEHTOB aKI[MOHEPHBIX OOIIECTB 6 2 - 2 2
15 | HomeHnknarypa jen 6 2 - 2 2
16 | DkcnepTu3a HIEHHOCTH JIOKYMEHTOB B JICJIONPOU3BO/ICTBE 6 2 - 2 2
17 | TloaroToBKa JOKYMEHTOB K cliade B apxuB. 3AKJIIOUYEHUE 6 2 - 2 2
Kypcosas pabora 50 - - - 50
Konrtponupyemas camocrosTenbHas padbora 12
JK3aMeH 35,7
Hmozo no oucuyuniune: 36 - 36 96

KypcoBbie IpoeKThI WIH PadOThI: npedycMompeHyl
HuTepakTHBHBIE 006pa3oBaTeIbHbIE TEXHOJIOTHH, UCIIONB3yeMbIe Ha ayJUTOPHBIX 3aHATHSIX: IPYIIIOBBIC 3aHITHUS C
HCIOJIb30BAHUEM KOMITbIOTCPHBIX HpeSCHTaHHﬁ, JUCKYCCHHU.
Bua arrecranum: DK3aMeH.

HToroBplii KOHTPOJIb MO JUCHHUIIJIMHE OCYLICCTBISICTCS B XOJ/I€ 9K3aMEHa, KOTOPBII MPOBOAUTCS B YCTHOH (opme C
Yy4EeTOM pe3yJbTaTOB TEKYIIEro KOHTPOJLI B XOJe CEMECTPa.
OcHoBHas1 JIMTepaTypa:

Ne |  ABTop, Ha3BaHMe, MECTO U3JaHUS, U31ATENbCTBO, TO/I U3/IaHUs YUCOHON KomnmuecTBo 9k3. | DIeKTpOHHBII
JUTEPATypHI, K-BO CTPAHMII, BU M XapaKTSPUCTHKA HWHBIX B OuOnmoTeke pecypce
WHPOPMAIMOHHBIX PECYPCOB

1 | Brikosa, T. A. JlokyMeHTaMOHHOE oOecrieueHre ypaBIeHHs
HETrOCYIapCTBEHHBIX opranu3anuii [Tekcrt] : yueOHOE mocooue st 10
crynentoB By30B / T. A. BrikoBa, JI. B. Cankuna. - M. : UHOPA-M, 2011.
- 288 c. : mi. - (Beicmiee obpazoBanue ). - [Ipui. : [1] CD-ROM.

2 | Usanosa, E. B. https://e.lanbo
KopmoparusHoe ympasienne [DIeKTpoHHBIN pecypc] : yueGHoe mocobue / ok.com/book/
E. B. UBanoBa. - 2-¢ u31., cTep. - M. : ®mmnTa, 2016. - 336 C. 74721

ABTOP: cTapmuii IpenoaaBaTenb kKadeapsl 00MIero, CTpaTerndeckoro, HHPOPMAIIMOHHOTO MEHEKMEHTA 1 OH3HeC-
npouecco [.A. letkuna




