AHHOTAIUA K padoyeil mporpaMmme I CHUNJINHBI
b1.B.01.02 CUCTEMA JOKYMEHTAIIUU OPTAHU3 AU

O0bem Tpynoemkoctu: 108 yac. = 3 3a4eTHbIe eAMHUIIBI

Lens qucuurunael: «CucTeMa TOKyMEHTAUU OpraHu3aiu» — CHOpMHUPOBATH Y CTYICHTOB
LIEJIOCTHOE IIPEJCTABICHUE O HAalpaBlIe€HUH, OCBOMTH BIAJCHHE TEHIACHLUUSAMHU Ppa3BUTHUAL
UH(POPMALMOHHO-OKYMEHTAIIMOHHOTO O00eCIeueHus YIpaBlICHUS M apXUBHOTO [ena, JaTh
HaBBIKHM COBEPILEHCTBOBAHMS OpraHU3allii XPaHEHUs IOKYMEHTOB, C(hOPMUPOBATh CIIOCOOHOCTh
COBEpILEHCTBOBATh JOKYMEHTAIIMOHHOE 00ECIIeueHUE YIPABICHUSI.

[lenu u3ydyeHus: AUCUUILIUHBL:

1) popMupoBaHre HaydyHOTO MPEICTABICHHE O CTPYKTYpE U OCHOBAX (PyHKIIMOHHUPOBAHUS
CHCTEM JIOKYMEHTALlUU OpraHu3ally, UX COBPEMEHHOM COCTOSTHUM U IIEPCIEKTUBAX Pa3BUTHS;

2) mpuoOpeTreHue 3HAHUKA O KOHIICTILHUAX, JEKAIIUX B OCHOBE CHUCTEMBI JOKyMEHTAIUU
OpraHu3aluy;

3) oBiageHUME MHCTPYMEHTAMU U TEXHOJIOTUAMU CO3[aHMs, MApLIPYTHU3ALUU U
apXMBHPOBAHUS JOKYMEHTOB B OpraHU3aliy;

4) mnpuoOpeTeHHWe TPAKTHUYECKUX HABBIKOB pPabOTBl C CHCTEMAaMd JOKyMEHTAIHH
OpraHu3aluy.

JucuuminHa paccMaTpUBaET 3BOJIIOLMIO PAa3BUTHSI CUCTEMBI IOKYMEHTALIUKA OpraHu3alluy,
MeTobl cOopa, CUCTEeMAaTU3alMM U XpaHeHUs. MH(OpMAIMK, a TakKe yIpaBieHue HU(PPOBBIMU
nokymeHtamu. Oco0oe BHUMaHME YIENACTCS HM3YYCHHUIO KOHIENIUH  0e30yMa)XHOTO
JIeJIONIPOU3BO/ICTBA M IEepexoja K JIIEKTPOHHOMY JOKYMEHTAI[HOHHOMY COINPOBOXKICHHUIO
IIPOLIECCOB YIIPaBJICHUS OpraHU3aI1H.

3aaun AMCLUILINHBL:

JInst JOCTHKEHMsT LeNed pPEIIaroTCs  CIEAYIOUIME 3aJa4d  W3y4EeHMsS JUCLUILIUHBIL:
Teopemuueckas komnonenma

1) n3yueHue OCHOBHBIX TEXHOJIOTUN CUCTEM JOKYMEHTHUPOBAHUS;

2) u3y4eHrue TEPMHUHOB B 00JaCTH CUCTEMBI IOKYMEHTOO0OPOTA U JIeIONPOU3BOJICTBA;

3) u3ydeHne MeToA0B aHajau3a HU(POBBIX JOKYMEHTOB U IMIPOrPaMMHBIX IIaT(GopM JUIs UX
peanusanyi.

Ilosznasamenvnas komnonenma

4) u3ydeHue 3BOJIIOLUU PA3BUTUS CUCTEMbI JOKYMEHTALMU OPraHU3alMH M KOHLIETIIHI
JIOKYMEHTUPOBAHUS YIIPaBIEHYECKON JeSTEIbHOCTH;

5) ¢bopmupoBaHuE TPEACTABIEHUS O METOAOJIOTHYECKMX OCHOBaX CO3/1aHUS MOICHCTEMbI
JIeJIONPOU3BO/ICTBA Ha 0a3e HU(POBBIX TEXHOIOTHIA;

Ilpakmuueckas komnonenma

6) ymenue chopMyIupoBaTh TPeOOBAHUS K CUCTEME JIOKYMEHTAIIMN OpTraHu3aIliH;

7) nproOpeTeHue OIbITa peleH s TPAaKTHUECKUX 33/1a4 CPEJICTBAMU CUCTEM IOKYMEHTAllUN
OpraHH3aIiHy.

MecTto qucUMITIMHEBI (MOAYJIS) B CTPYKType 00pa3oBaTeIbHOM MPOrpaMMbl

Jucnunnuna «CrucremMa JOKYMEHTAIlMM OpraHu3alun» OTHOCUTCS K bioky JucuumninHb
(Momynu), hopMHpyeMOH yYaCTHUKOM 0Opa3oBaTeNbHbIX oTHOoLeHu Moayns 1 "HopmarusHo -
METOMYECKOe OOecCledeHnue yNpaBleHus TOoKyMeHTarued B Poccum 3a pyoOexxkom" ydeOHOTO
riaHa. M3ydaercs oHa B 3 cemecTpe o4yHON (opMbI 00yueHUs1, 6a3upyeTcsl Ha 3HaHUSAX, YMEHUIX
U HaBbIKaX, MOJYYEHHBIX Ha MEPBBIX ABYX Kypcax IOATOTOBKM. B cBoro ouepeab oOHa
oOecrieynBaeT H3y4eHHUE CIEAYIOMUX JAUCHUIUIMH: OJIEKTPOHHbIE AapXWBBI W apXUBHBIN
aytcopcutr, LludpoBble TexHONIOrMM B JOKYMEHTOBEACHMM M apXuBoBeneHUH, OCHOBBI
AIEKTPOHHOTO JJOKYMEHTO000OpOTa B OpraHu3aluy, TeXHOIOTUU OIU(PPOBKH U PETPOKOHBEPCHUS
JIOKYMEHTOB U JIp.

VYuyebHast mporpamMMa  gucHMIUIMHBIL  «CHcTeMa  JOKyMEHTAallud  OpraHu3alun»
IpeIycMaTpUBaeT MpoBeleHUEe 3aHiITUi B ¢dopMme JeKIui, npakThuueckux 3aHsTuidl. OHa
MOATOTOBJIEHAa B COOTBETCTBUM TPeOOBAHUSAMH, NpeaAbsiBIeHHbIMU ¢ TpeboBanusimu OI'OC BO
3++.



JlocTikeHue 1eu CONPOBOXKAAETCS PACKPBITUEM IEpeN CTYIEHTaMH (yHIaMEHTAIbHBIX
3HaHUN B 0071aCTAX, CBA3AHHBIX C CUCTEMAaMM JIOKyMEHTAllMU OPraHU3allH, KOTOPbIE BCIEACTBHUE
HENPEepbIBHOIO OOHOBJIEHUS M M3MEHEHUs B allllapaTHBIX CPEJICTBAX HAXOAAT BaKHOE MECTO B
dbopmMupoBaHUN MHPOPMAITTOHHO-TEXHOJIOTMYECKOTO TIOTEHIINAA MPEIIPUATHS, YTO 00CCIICUUT
IIPOYHOE U CO3HATEIIBHOE OBJIAZICHUE CTYACHTAMM OCHOBAaMH 3HAHMM O MPOLECCAX IMOIY4YCHMUS,
XpaHeHHs, Tmepeaaun u npeolOpasoBaHus HH(PoOpManMu. 3HAHUS TOCTPOSHHUS CHCTEMBI
JOKYMEHTAllUM OpraHu3alud, pa3pabOTKH, aIMUHUCTPUPOBAHMS M TEXHOJOTHMM JIOCTYIa
HEOOXOAMMBI Ul yCIexa JII00oro crenuaiucTa o JoKyMmMeHToBeneHuto. Ilepen crymenramu
PacKpbIBAIOTCS 3HAYEHUS CUCTEM JOKYMEHTALMM OPraHU3allid B Pa3BUTHM COBPEMEHHOTO
obmecTBa. Bxome oOydeHHs CTyIEHTbl [ODKHBI HAydaTcsl CO3HATENBHO U PAIMOHAJIBHO
UCIIOJIB30BaTh BO3MOXHOCTH, IPENOCTABISIEMbIE KOMIIBIOTCPHOM TEXHUKOM, Ul PELICHUs
pa3sHOOOpa3HBIX YIpaBICHUYECKUX 3aaad. [lepedeHp IUIaHUPYEMBIX PE3YJIbTaTOB OOyUEHHS IO
JUCHUIUIMHE  (MOXYJI0), COOTHECEHHBIX C IUIAHUPYEMBIMH  DPE3yJbTaTaMH  OCBOCHMS
o0Opa3oBare’abHON NporpaMmbl M3ydeHue AaHHOW y4eOHOH AMCHUIUIMHBI HAlpaBlIEHO Ha
¢dopmupoBaHue y 00yyarouXcs CISAYOIIMX KOMIIETCHIIHI:

Kon u HaumeHoBaHue Pe3yabTarhl 00yueHHs 10 JUCHHUILINHE (3HACT, yMeeT,
HHMKaTopa* BJajJeeT (HABBIKH M/WJIM ONBIT JeATeJIbHOCTH))
I[IK — 2. Cnoco0eH K opraHu3anuy JOKYMEHTHUPOBaHHUS YIPABIECHYECKOH NEATEIbHOCTU B
OpraHu3aluu
HIIK-2.1. Opranusyer

3Haer, KaK JIOKYMEHTHUPOBATh YIIPABICHYECKYIO

JOKyMEHTUPOBaHUE
YIIPaBJICHYECKOU
NesITeIbHOCTH B OpraHU3aLuu

JCATCIIbHOCTD

Ymeer MNPUMCHATH CUCTCMbI JOKYMCHTUPOBAHUA

Bnageer nHaBBIKAMH AOKYMCHTUPOBAHU A ynpaBHqueCKOﬁ
ACATCIIBHOCTH B OpraHru3aln

HIIK-2.2. [Ipumensier
MH(OPMAIIMOHHBIE CHCTEMBI B
YIIPABJIEHYECKON

ACATCIIBHOCTH B OpraHru3aliun

3HaeT HH(bOpMaHHOHHBIe CHUCTCMbI pa6OTLI C IOKYMCHTaAMM1

YMeeT npuMeHsATh UHPOPMALIMOHHBIE CUCTEMBI B paboTe ¢
JIOKyMEHTaMU

Hmeet ombIT paboThl ¢ MHGOPMAIIMOHHBIMH CUCTEMaMU B
YIPaBJICHUYECKON JESTEIbHOCTH B OpraHU3alNH

ConepxaHne TUCIHMITIHHBL: Pacipenenenne BUIoB yueOHOM paObOTHI U KX TPYIOEMKOCTH
[0 paszenaM AMCUUIUIMHBL Pa3znens! (TeMbl) AUCHUIUIMHBI, U3ydaeMble B 3 cemecTpe (ouHas
¢dbopma o0OyueHus)



KonnuectBo yacon
AynurtopHas preayu
Ne Haumenoanue pasnenos (Tem) TOpHas
Bcero pabota
paborta
JI | 1I3 JIP | CPC
1 Beenenue. MeToabl 1 ciocoObI 2 4 ] 10
JIOKYMEHTUPOBAHHSI.
) OpranuzaloHHOE MTPOEKTUPOBAHUE CITYKOBI 32 4 3 20
JIOKYMEHTOBEJICHHUSI U JIOKYMEHTOIIOTOKOB.
3 Opranuzanus u TEXHOJIOTUS JOKYMEHTAIIHOHHOTO 3 4 10 20
o0eclieueHtsl yIpaBJIeHUsl.
HudopMaimoHHbIE TEXHOJIOTHH B
4 JIOKYMEHTAI[MOHHOM 00€CIIeYeHUH YIIPaBICHUS U 17.8 4 ] 53
" |apxuBHOM fene. Opranu3anus CeKpeTapCcKoro ’ ’
00CITy)KMBaHUS
UTOI'O no pazoenam oucyuniuHul 105.8 | 16 34 55,8
Kontposs camocrosrensHoil pabotsl (KCP) 2
ITpomexxyTounas arrectanus (MKP) 0,2
IToaroToBKa K TEKYIIEMY KOHTPOJIIO
OO011as TpyI0€MKOCTh IO TUCIUILINHE 108
[Mpumeuanmne: JI — nexkumu, [13 — mnpakruueckue 3aHsTus / cemuHapsl, JIP —

naboparopusie 3ausaTust, CPC — camocTositenpHas padora cTyaeHTa

KypcoBblie padoThl 10 TUCIUTIIMHE HE MPETyCMOTPEHBI
dopma npoBeIeHUs aATTECTAIUM 10 AUCHUIIHHE: 3a4eT

ABTOP: JO1EHT Kadeapsl 00IIero, CTPaTernueckoro, HHOPMAITMOHHOTO MEHEIKMEHTA
1 OM3HEC-TIPOIECCOB, KaH/I. UCT. HayK, AoueHT Toauka M.B.



