AHHOTAIMSA N0 TUCHHILTAHE
b1.B.1B.21.01 HH®OPMAIIMOHHO-JOKYMEHTAIIMOHHOE OBECIIEYEHUE CJIYKBbI
JJOI'HICTUKU OPTAHU3ALIUN

OO6mmast TpyA0EMKOCTh TUCIMIUIMHBL cocTaBisieT 3 3a4. ef. (108 4ac.; u3 Hux — 40,3 yaca KOHTaKTHOH PabOTHI, B TOM
yucie: 364ac. ayJUTOPHOH HAarpy3KH: JIEKIHMOHHBIX 18 yac., npakrudeckux 18 vac.; KCP — 4 gac., UKP — 0,3 yac.; 32
4ac. CaMOCTOSATENFHON paboTHI)

Heap AucHUNINHBI - cHOPMHUPOBATH Y CTYAECHTOB CIIOCOOHOCTH MCIOIB30BaTh HH(POPMAIIMOHHO-TOKYMEHTAIIHOHHOE
obecrieueHne CIy>K0bI IOTHCTUKH OPTaHW3aIMHX I MOATOTOBKY aHAINTHIECKUX MAaTEpHAIOB sl yIIPABICHUS OM3HEC-
mporieccaMi M OLEHKH HuX 3((EeKTHBHOCTH, o00ecleunBaiomel OCHOBY HMH()OPMAIIOHHO - aHAJIHTHYCCKOM,
METOIMYECKOM M HHCTPYMEHTAJIBHOM NOAJEP)KKM PYKOBOACTBA INPH pEANM3ALUM [UKIA YIPABICHUS IO BCEM
(yHKIIMOHAJIBHBIM c(hepaM NesTeIbHOCTU MPETPHSATHS U MPOLECCaM.

3amaun IUCHUTIJIHHBI

- U3yYUTh OCHOBBI HH(OPMAIIMOHHO-aHATUTHYECKOH AEATEIBHOCTH CITy>KObI TOTUCTHKHY;

- YMETh IPUMEHSTh HHPOPMAITHOHHO-aHATUTHICCKYI0 HHPOPMALIHIO CITY>KOBI IOTHCTUKH B IpodeccHoHansHOU cdepe;
- U3y4YUTh OCHOBBI OPTaHU3AINHI XPaHEHH JOKYMCHTOB.

- U3y4YHUTh COBPEMEHHBIC MOAXObI K UCCIIEOBAHUIO PAa3BUTHUS CITYKOBI JJOTUCTUKU OpraHU3alIny;

- YCBOHThH JIOTUCTHYECKUE OCHOBBI OPraHU3allK XPAHEHHUS IOKYMEHTOB;

- c(OpMHUPOBATH CUCTEMY ITOKa3aTelIei CITy>KObI JOTUCTUKU OpraHU3alny.

- 3HATh OCHOBBI HH()OPMALIMOHHO-aHATUTUUECKOMN JESITENIbHOCTH CITYKOBbI IOTHCTHKH OpraHu3allly,;

- o0jagath CIOCOOHOCTHIO TPUMEHSTh HH(OPMALMOHHO-aHATUTUYECKYI0 HH(MOPMALMIO CIIy>KObI JIOTHUCTHKU B
npodeccrnoHaIbHO chepe.

MecTto qucuuniaunsl B crpykrype OOII BO:

VYuebnast nmucuuminHa «MHGOPMaIMOHHO-TOKYMEHTAIMOHHOE O0ECIeYeHHe CIIy>KObl JIOTHCTHKH OpTraHH3alui»
SBISETCS ~ AMCUMIUIMHOW 1O  BHIOODY BapHAaTHMBHON 4YacTHW, HampaBieHus moarotoBku 46.03.02
«/lokyMeHTOBEeZlcHE M apXUBOBEIEHUE»  OporpamMmbl  «OpraHuM3allMOHHOE  IPOECKTHPOBAHUE
JIOKYMEHTAIITMOHHOT'O 00ECTICUCHUS YIIPABICHUS B OpTraHU3AIIUN.

TpedGoBaHUs K OCBOCHUIO CTYI€HTOM TUCHUNIHHbBI

B wurore mzydenus aucuuuinabl «MHGDOPMAIMOHHO-TOKYMEHTAIIMOHHOE 00ecnieueHre CITyKObI JIOTUCTHKH
OpraHM3aIMm» CTYJICHTBI JIOJDKHBI IPUOOPECTH HEOOXOAUMBIC i (PaKTUUECKOI'O MPOSIBICHUS 3asBICHHBIX
KOMIICTCHIIUH TPEACTABICHHS, 3HAHHWS, YMCHUS M HaBbIKUA. Pe3ynbTarhl OOy4YeHUs CTYACHTA (3HAHMS,
YMEHHSI, HaBBIKH ), HOPMUPYEMBIE H3ydaeMON TUCITUTUTHHOM.

No Hupexe Cognepxanue B pesynprare m3y4eHns y4eOHOH TUCIMIDIHHBI 00yJaromuecs TOJDKHBI
KOMIIETEHIIUN KOMIIETEHIIUN 3HATh YMETh BJIAJIETH
(mu ee yacTH)
1 BJIaJICHUEM OCHOBaMU 3HaTh METO/IBI VYMeTh NpUMEHSTH B Bunanets 0ocHOBaMH
UH(OPMAIIUOHHO- nHpOpMaIOHHO- npodecCHOHaNBHOM nHpopMaoOHHO-
AHATHTHYECKOMH QHAJIMTUYECKOIT cdepe OCHOBEI aQHAINTHYECKOM
CATENBHOCTH H N TeTbHOCTH MH(OPMAIMOHHO- JIeSITeNBHOCTH U
IK-2; . 5 AHAJIUTUYECKOI CIOCOOHOCTBIO
CMOCODHOCTRIO JeSTEIIbHOCTH HNPUMEHSTH UX B
UPUMEHATH UX B . podecCHOHATBHOM
po¢eCCHOHATBHOM chepe
chepe
2 BJIAJICHUEM 3HaTb JIOTUCTHYECKHE YMeTh UCIOJIL30BaTh Bnanets
JTIOMMCTHYECKUMU OCHOBBI OpTaHU3aL[N JIOTUCTHYECKHE OCHOBBI | JIOTHCTHYECKUMHU
MK-42 OCHOBAMH OpraHu3alyy | XPAHEHHs JOKyMEHTOR OpraHM3alUy XpaHEHUs | OCHOBAMH OpTaHU3aIlUH
XpAHEHHs I0KYMEHTOB JOKYMEHTOB XpaHEHHUsI JOKYMEHTOB

Copaep:xaHue U CTPYKTYPa AUCHUILIMHBI (MOLYJI5)
Pacnpenenenne Tpy10eMKOCTH 110 BCEM BHIAM ayIUTOPHON M CaMOCTOSITENbHON pabOThI CTyJICHTa 110 CeMecTpaM

Cemectpsl
. Bcero
Bun yue6HO# paboThI (gacer)
9acoB
7 8

AyIuTOpHBIE 3aHATHS (BCEro): 36 36
3aHATHUS JEKIIHOHHOTO THTIA 18 18
JlaGoparopHble 3aHATHS . .
3aHATUS CEMUHAPCKOTO THUMA (CEMUHAPBI, IPAKTUUECKHE 3aHATHSI) 18 18
HMHas koHTaKTHasi padoTa:
KonTpoas camocTosrensHoM paboTs! (KCP) 4 4




IIpomexyrounas arrectanust (MKP) 0,3 0,3

CamocTosiTeJIbHasi padoTa, B TOM YHCJI€e: 32 32
Kypcosast pabota - -
[TpopaboTka yueOHOro (TEOPETHIECKOro) MaTepuaa 10 10
BeinonHeHne HHANBUAYATbHBIX 3aaHui (ITOArOTOBKA COOOICHHI, 12 12
Mpe3eHTalui)
Pedepar 10 10
[ToaroToBKa K TEKyIIEMY KOHTPOIIO - -
Kounrtpoasb:
[ToarotoBka K 3K3aMeHy / 3a4eTy 35,7 35,7
OO61mas TPyA0eMKOCTh qac. 108 108
B TOM YHCJIe KOHTAKTHasl 403 403

padora, yac.
3ad4. ell. 3 3

Pasnensl qucuuIuIMHBL, H3y9aeMble B 7 ceMecTpe 09HOU (hOpMBI 00yIeHHUs

OuHas popma

HammeHnoBanwme paznenos (Tem) KommaectBo gacoB
Ne AynuTtopHas Bueayau-
pabora TOpHAsI
Bcero pabota
J n3 | Jp CPC
1 2 3 4 5 6 7
1 | BBEJAEHHUE 14 4 4 - 6
2 | OcHOBHbBIC TIOHSTHS YIPABICHHUS JOTHCTUUYCCKUM 00CTYKHBAHUEM 14 4 4 i 6
norpedurTenen
3 | OcHOBBI MPOU3BOICTBEHHOM, TPAHCIIOPTHOM, CKJIAJACKON 14 4 4 ) 6
JIOTHCTUKA
4 | [loroBop: MOHSTHE, BUIBI, POIb B PETYIUPOBAHUN OTHOIICHUH
MEXIy YYaCTHUKAMH [IETH TOCTABOK. 14 4 4 - 6
OCHOBBHI CEpTUPHUKAIINA TOBAPOB
5 | BAKVIIOYEHHUE 12 2 2 - 8
KonTpomupyemsie caMoCTOSTEN HBIE paOOTHI 4
9K3AMEH 35,7
Hmozo no oucyunaune: 108 18 18 32

KypcoBble poeKkTbI MU PAGOTHI: He npedycmMompeHsl.

HHTepakTHBHBIE 00pa30BaTeIbHbIe TEXHOJIOTHH, FCIIONB3YEMbIC HA ayJUTOPHBIX 3aHATHAK: JIEKIUS — TUCKYCCHS,
poOJIeMHas JICKIUs, KOMIBIOTEPHAS MPE3CHTAIIHS.

Bua arrecranuu. DK3aMeH

HTOroBbIii KOHTPOJIL MO JUCHHUIIMHE OCYIIECTBISIETCS B XOJ€ 9K3aMeHa, KOTOPBIM MPOBOJUTCS B YCTHOH (opMme C
Y4ETOM Pe3ybTaTOB TEKYIEro KOHTPOJIS B XOJI€ CeMecTpa.

OcHoBHas1 JIMTepaTypa:

No | ABToOp, Ha3BaHUE, MECTO U3JAHUA, U3/1aTEIILCTBO, I'0Jl U3/IaHUS Konmuec | DnexTpoHHBIN pecype
y4eOHO TUTepaTyphl, K-BO CTPAHUII, BUI U XapaKTEPHUCTHKA HHBIX TBO 9K3.
HHPOPMALMOHHBIX PECYPCOB B
6ubmoT
eKe
1 | TamkuHckuid, A. M. https://e.lanbook.com/book/9
Jlorncruka [nekTpoHHBIN pecypc] : yueOHuK / [amxunckuii A. M. 3546#authors.

- M. : Jamkos u K°, 2017. - 420 c. -

2 | Kusum, Anatonuii Anekcanaposud (KyoI'Y). 97
Jlorucruka [Tekct] : yaeOHO-MeToMUecKoe mocodme / A. A.
Kuzuwm, JI. B. Ilonomapenko, 1. A. Pomanosa ; M-Bo o0pa3oBanus
n Hayku Poc. ®enepannn, Kybanckwuii roc. yH-T. - Kpacnonap :




[Ky6anckuii rocymapcTBeHHbIN yHuBepcuret], 2016. - 166 c.

ABTOp: TOIEHT Kadeaphl 00IIeTo, CTPATErHiecKoro, HHQOPMAIIMOHHOTO MEHEDKMEHTa U OM3HEC-TIPOIeCCOB, KaH]I.
9KOH. HayK, AoueHT M.A. MUpOLIHUYEHKO;

CTapIIni IperoaaBaTeNs kKadeapsl 00IIEro, CTPaTernaeckoro, HHPOPMAINOHHOTO MEHEPKMEHTA U OU3HEC-TIPOLIECCOB
J.A. letkunaa



