AHHoOTanus K padoyeii mporpaMme JTUCIUTLINHBI
b1.0.17 JOKYMEHTOBEJIEHHE
HanpagJjienue noarotoBKu/cnennanbHocTh 46.03.02 lokyMeHTOBe/IeHUE U apXUBOBeIeHNe
O0beMm TpynoemkocTu: 144 yac. = 4 3a4eTHbIE eIUHULIBI
Henp AUCHMIVIMHBI: Yepe3 CUCTEMHOE PACCMOTPEHHE TOKYMEHTA — €r0 CYITHOCTH, CTPYKTYPBI, CBOMCTB,
¢byHKIMA, Kiaccuukanmuid, poid W MecTa B CHCTEME JOKYMEHTHOW KOMMYHHUKAIlMd — YCBOWTH
WCIIOJIb30BaHKE TIpeIaraéMblX B U3y4aeMOM Kypce 3HaHUH.
3agauyn JAMCUMIUIMHBI. - O3HAKOMHUTH CTYICHTOB C TIOCIETHHUMH aKTYalbHBIMH O(QUIIHAIEHBIMH,
HOPMAaTHUBHBIMU W HHCTPYKTHBHO-PETIAMEHTHPYIONIUMH JOKYMEHTaMH, JEHCTBYIOIINMH Ha TEPPUTOPUN
Poccuiickoit Denepanmu; - chopMUpoBaTh y CTYACHTOB CHUCTEMHOE NPEACTAaBICHHE O CYIIHOCTH,
CTpYKType, (yHKIMAX, W MHOrooOpasMu JOKYMEHTOB, COCTaBJSIIOIIMX OCHOBY JOKYMEHTHOH
JIOKyMEHTaIu 1 (OHIOB OMOIHOTEK, MHPOPMAIIMOHHBIX [IEHTPOB, APXHBOB, My3€€B; - CPOPMHUPOBATD Y
CTYACHTOB MEJOCTHOE TMpEJCTaBlIeHHE 00 OOIIeTEOPETUUECKUX, HCTOPUYECKUX, METOAUYECKUX U
OpraHU3alMOHHBIX MPOOJIeMax TOKYMEHTOBEICHHS; - CHOPMHUPOBATE Y CTYIEHTOB MPAKTHYECKHE HABBIKU
CO3aHUA JOKYMEHTOB, X 00paOOTKH, XpaHEHHS 1 UCIIOIH30BaHNS.
MecTO IMCUMILVIMHBI B CTPYKTYpe 00pa30BaTe/ibHOI NPOrpaMMbl
Huctummuna 51.0.17 «/lokyMeHTOBeIeHUE» OTHOCHUTCS K 00s3aTelIbHOM YacTu bioka 1 «/luciurmuas
(Momynu)» ydeOHOro mimaHa. JucnminimHa W3ydaeTcss BO 2 ceMecTpe Ha OouHoW ¢opMe M Ha 2 Kypce
3209HOH (pOopMBI 00yUeHUS, Oa3upyeTCs Ha 3HAHUAX, YMEHUAX U HABBIKAaX, MOJYYCHHBIX Ha IIEPBOM Kypce
MOJATrOTOBKU. B cBOIO ouepens oHa obecrieuuBacT M3Y4YCHHUE CIEAYIOMIMX AUCHUIUIMH: JlOKyMeHTHas
JUHTBUCTUKA, Pa3paboTka HOPMAaTHBHO-METOJMYECKHX JOKyMEHTOB  opranuzanmu, Cucrema
JIOKYMEHTAIH OpTaHu3alvy u Ap. YueOHas nporpamma aucuuiuinabl b1.0.17 «/lokymeHTOBeneHne»
npeaycMaTpUBaeT MPOBEICHNE 3aHATHI B (hopMe JIEKIUi, MpakTHYecKux 3aHsaTHid. OHa TOATOTOBIICHA B
COOTBETCTBHM TPEOOBaHUAMU, NPEIbIBICHHbIMUA ¢ TpeOoBanusmMu OI'OC BO 3++. JlocTmxkeHue 1ienu
COTIPOBOX/IAETCS PACKPBITHEM TIepe]] CTyIeHTaMH (yHIAMEHTAIbHBIX 3HAHUNA B 00JACTSIX CBS3aHHBIX C
MIPUMEHEHUEM OCHOB JIOKyMEHTOBEJICHHUS, KOTOPhIE B COBOKYITHOCTH C HEMPEPHIBHBIM OOHOBIICHHUEM U
W3MEHEHUSIMH B alllapaTHBIX CPEICTBaX HAaXOJSAT BaXHOE MECTO B ()OPMHPOBAHMHM WH(POPMALMOHHO-
TEXHOJIOTHYECKOTO TOTCHIMANIAa MPENNpPUATHS, YTO OOECHEUUT MPOYHOE W CO3HATEIHHOE OBJIAJICHUE
CTyJIeHTAMH OCHOBAaMH 3HAHHMHA O TMpOIleccax NONYYeHHs, XpaHEHHs, NepeJadyd U MpeoOpa3OBaHUs
uHpopMaruy. 3HAHME 3aKOHOJATETLHOH W  HOPMATHBHO-METOAMYECKOH 0a3pl B 00JacTH
JOKYMEHTUPOBAaHHUSl  yIpaBlieHUYECKOW WH(GOpPMAIWU, OCHOBHBIX TpeOoBaHMH K  oQopMIIeHUI0
YIOpaBIeHYECKAX JIOKYMEHTOB, HEOOXOAWMO s yclexa Io0oro crenmuanucrta B cdepe
JIOKYMEHTOBEJIEHUSI W apxuBoBeneHUs. [lepen cTyaeHTaMH pacKphIBalOTCS 3HadYeHUs WHpOpMamuud B
pasBUTHN COBpPEeMEHHOTO olmiecTtBa. B xoxe o0y4deHWs! CTyNEHTHI JIOJDKHBI HAYYHTHCS CO3HATENLHO U
paIiOHANBHO HCITOIE30BaTh BO3MOKHOCTH, MPEOCTABISIEMbIE KOMITBIOTEPHON TEXHHUKOMW, JIJIS PEIICHUS
pa3HOO00pa3HbIX yIpaBIeHYECKUX 3ajad.
TpeGoBanusi K YPOBHIO OCBOeHHS AUCHUNIMHBI H3yueHue HaHHOW Yy4eOHOW IMCHHMIJIUHBI
HANPaBJieHO Ha (OPMHUPOBaHNE Y 00YUAIOIINXCS CJAEAYIOIINX KOMIETeH HIi:
Kon u naumenoBaHue Pesynprarel 00y4eHUs IO AUCIUTUTHHE
WHIUKaTopa™ (3Haem, ymeem, enradeem (HAGLIKU U/UAU ONLIM OesTMENbHOCTU))

OIIK-2. Cnoco6eH HaxX0AUTh OPraHN3aANMOHHO-YIPABJICHYCCKHE PEeLIeHNs IPH PeLeHNH 32124 B
cepe cBoeil npodeccHOHATBLHOM IeSITeIbHOCTH

HNOIIK-2.1. 3HaeT OCHOBBI IMOWCKA 3aKOHOAATEIHFHON W HOPMATHBHO-METOIMYCCKON
OcymiecTBIseT MOUCK uHpopMaruu B o0NacTH  JIOKYMEHTHPOBAaHHS  YIPaBICHYECKOM
HEOO0X0IUMOI MHPOPMaIIH
uH(GOpPMaLUK, ONIUPAACh | YMeeT HCKaTh 3aKOHOAATEIbHYI0 U  HOPMATHBHO-METOAMYECKYIO
Ha pe3yJbTaThl aHAIN3A uHpOpMaIMI0O B 00JAacTH  JIOKYMEHTHPOBAHUS  YIPaBICHYECKOM
MOCTaBJICHHOH 3a1au1 HHpOpMAIIH

Bnageer HaBbIKaMHM IOMCKa 3aKOHOAATENbHOM W HOPMAaTHUBHO-
MeToandeckoil  mHpopmanuio B 00JacTM  JAOKYMEHTHPOBAHUS
yIpaBJIeHYeCKOH HHPOpMAIH

HOIIK-2.2. YuactByeT B | 3HaeT OCHOBHbIe TpeOOBaHUS K O(GOPMICHUIO  YIPaBICHUYECKUX

pa3paboTke JIOKyMEHTOB
OpraHU3aIMOHHO- YMeeT NpUMEHATH 3HAHHUA B Ipouecce OQOpPMIICHHUS YNPaBICHUECKUX
YIPaBIE€HIECKUX JIOKYMEHTOB

pemenuii B chpepe cBoel | Bnageer HaBblkamMu  OQOPMJIEHUS — yNPABJIEHYECKHX JTOKYMEHTOB B
COOTBETCTBHSIMHU C TPEOOBAaHUAMHU




Kon u naumenoBanue PesynpTarhl 00y4eHHs 0 AUCIUTUTHHE
WHIUKaTopa™ (3Haem, ymeem, e1adeem (HABLIKYU U/UNU ONbIM OesAMeNbHOCTU))

npodeccuoHaIbHON
JeSITeIbHOCTH
IIK-2. Cnocofen K opraHu3aliid JAOKYMEHTHPOBAHHUSI YNPaBJIeHYECKOil 1esiTeIbHOCTH B
OpraHu3aIun
UIIK-2.1. Opranuzyet 3Haet OpraHu3allOHHYIO 0asy COBPEMEHHOU OpraHu3alnuu
JTOKYMEHTHUPOBaHHE JISIIONPON3BOJICTBA
yIIpaBIeHIECKOM YMeer HacTpauBaTh MPOIECCHI JICTONPOU3BOJICTBA B OPraHU3AINN
JESATEIHOCTU B Brageer HaBbIKaMu OpraHU3AIMA JEIOTPOU3BOJICTBA B KOMITAHUHU
OpraHu3aluu
HIIK-2.2. [Tpumenser 3HaeT OCHOBBI aBTOMATH3AINH JISJIOTPON3BOCTBA
nH(OPMAITMOHHBIC YMeeT aBTOMATH3UPOBATh POIIECCHI JICTIONPOU3BOJICTBA
CUCTCMBI B Brnageer HaBblkamMu pabOTBI € MporpaMMaMu IO  aBTOMAaTH3aI[UU
YIPaBICHYECKOH JIEJIOTIPON3BOJICTBA
JEeSITeTLHOCTH B
OpraHH3aIiU

Conep:xaHue TUCHUNIHHBI:

Pacnipenenenue BUOB y4eOHOM pabOTHI M1 X TPYAOEMKOCTH IO pa3/iesaM JUCIHILUIAHEL.

O0mmas TpyT0EMKOCTh AUCITUILINHBI cocTaBiseT 4 3ad. en. (144 gac.), ux pacnpezeneHue Mo BuaaM padboT
Ha 3a04YHOM (hopMe 00YUYCHHS MPEICTABICHO B TaOJIHUIIE.

Paznensl (TeMbl) TUCIUIUIMHEL, U3y4aeMble Ha 2 Kypce (3aouHas popma oOyueHus)

Neo | HaumeHnoBanue pa3aenos (Tem) Bcero | KonnuecTBo uacos
AypautopHas Bneayn
pabora UTOpPHAsS

paborta
J |1I3 | JIP | CPC
1 |2 3 4 |5 6 7
PA3JIEJI I Teopernueckue OCHOBBI
JIOKYMEHTOBEACHUS
1 | Beegenue B mpeamer. Llenu m 3amaum kypca. | 11 1 10

Jenonpon3BOoACTBO KaK MPEAMET H3YUYCHUS.
OcHoBHble  moHsATHSA. HMcropuss  pa3BuTHA
Jenonpoun3BocTea B Poccuu

2 | 3akoHOzaTeIbHAas U HOPMaTUBHO-MeTOoANUeCKas | 12 1 1 10
Oaza B obnactu JTIOKYMEHTHPOBAHMUS
ynpaBieH4ecKoil uHopMaru

3 | TpeboBanus k Omankam U odopmieHuro | 12 I |1 10

PEKBU3UTOB YIIPABJICHUYECKUX JOKYMEHTOB
PA3JIEJI II. OCHOBBI COBPEMEHHOTO JIEIONPON3BOICTBA

4 | CoBpeMeHHasi opraHu3alus AeJIONpPOU3BOACTBA. | 12 1 1 10
Cnyx06a JOKyMEHTAI[MOHHOTO  oOecreueHus
yIpaBJieHHUsI.

5 | Metojbl 1 ciocoObl JOKYMEHTHPOBAHUS 12 1 | 10

6 | Perucrpamus JIOKYMEHTOB. Kontposns | 12 1 1 10
VICIIOJIHEHUS! IOKYMEHTOB

7 | ®opMupoBaHue A XpaHEHHE nen B |12 1 1 10

ACJIOIIPOU3BOJCTBE




8 | IlogrotoBka u mepepmaya 1€l B apxuB. | 12 I |1 10
OkcrnepTuza  IEHHOCTH  JOKYMEHTOB B
JIJIOPOU3BOJICTBE.
OpraHu3anus apXMBHOTO XpaHEHUs JOKYMEHTOB | 11 1 10
10 | ABTOMaTu3auus JeI00pPOU3BOJCTBA. 17
NTOI'O no pazgenam JuCHUIUIMHBI 133 8 8 117
Kontposs camocrosrensHoil padotsl (KCP) 2
ITpomexxyrounast arrectanus (MKP) 0,3
IToaroToBka K TEKyIeMy KOHTPOJIIO 8,7
OO0m1ast TpyJOEMKOCTh IO JIUCHUILINHE 144

KypcoBbie paGoThl: He IpeyCMOTPEHBI

®opMa NpoBeAeHUs ATTECTALUM 10 JUCHUILUIHHE: YK3aMEeH

ABTOpPBI. TOIEHT Kadeapsl 00mero, CTpareruaeckoro, WH(OOPMAITMOHHOTO MEHEIKMEHTa W OM3Hec-
MPOLIECCOB, KaH[. UCTOP. HAayK, JoueHT Toauka M.B.



