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1. EJIN 1 3AJIAYHU OCBOEHMUSA JUCIIUITJIMHBI

Henn ocBoEeHNS JUCHUILIMHBI (MOYJIs) — - IPUOOPETEHUE CTYIEHTAMU TEOPETUUECKUX U
IPAaKTUYECKUX 3HAHUM K O(QOPMIICHHIO U COCTAaBJIEHUIO OPraHMU3aLMOHHO-PACIIOPSIUTENbHBIX
JOKYMEHTOB KakK 0a30BOMY MPOLIECCY B peaIM3allii BCEX YIPABICHYECKUX (QYHKINH.

3agaun:

- MOApoOHO PacCMOTPETh MPOIECC JTOKYMEHTO00OpOTa HEroCyIapCTBEHHBIX
OpraHM3aIyii, BKIIOYAIOIINNA COBPEMCHHBIE TpPEOOBaHMS K COCTABICHUIO WU O(OPMIICHHUIO
YIpaBJICHUYECKUX (OpraHU3alMOHHO-PACTIOPSAIUTEIBHBIX) TOKYMEHTOB, JBH)KCHHE JOKYMEHTOB,
uX 00paboTKa C MOMEHTA TMOJYUYCHHUs WU CO3JaHUS JI0 3aBEPUICHUS HCIIOJIHEHUS, OTIPaBKa
azpecary, KOHTPOJb HWCIIOJIHCHHMS M cJadya Ha XpaHEHHE, a TaK K€ OCOOEHHOCTH PabOTHI ¢
KaJIpPOBBIMH JIOKYMEHTAMH.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOII BO

[IporpamMma ydeOHOW TUCHUIUIMHBI «J[OKYMEHTAIIMOHHOE OOCCIICUCHHE YUPEIKICHHMA
chepsl 00pa3zoBaHUS U KYJIbTYpbl» siBIsieTcss coctaBHOM uwacthio OIIOII, oGecneunBaromieit
peamuzanuio GI'OC.

[Tockonbky naHHas ydyeOHas TUCIUIUIMHA HalpaBiieHa Ha (GOPMUPOBAHUE Y CTYACHTOB
TEOPETHUYECKUX 3HAHUM M TIPAKTUYECKUX MPOPECCHOHAIBHBIX YMEHUH, 10 HaIPaBICHUIO
noarotoBku 46.03.02 JlokyMeHTOBe€HUE U apXMBOBEACHHUE, KypC ONUPACTCS Ha IOJIOKEHUS
«lokymeHnToBeacHus», «Opranu3amuss W TEXHOJOTHUS JOKYMEHTAIIMOHHOTO OO0CCIIeUeHUS
YIPABJICHUS» U CIYKUT TEOPETUUECKOW OCHOBOM JIsl M3y4YeHus Apyrux aucuuiuimH. Kype naer
3HAHUE CYIIHOCTU JAEJIONPOU3BOACTBA HETOCYJAPCTBEHHBIX OpraHU3AIMM, YTO HCIOJIB3YETCS B
MOCJIEYIOLIUX TUCIHUILINHAX.

3. TPEBOBAHHUSA K PE3YJIbBTATAM OCBOEHUSA COIAEPXAHUSA
JUCIHHUIIVINHBI

IIponiecc u3ydyeHus AUCUUILIMHBI HAalpaBjieH Ha (JOPMHUPOBAHUE 3JIEMEHTOB CIIEAYIOIUX
komneTeHIM B cooTBeTcTBUM ¢ OI'OC BO 1o paHHOMY HampaBlIEHUIO TOATOTOBKHU
(crienManabHOCTH):

0) npogeccuonanbubix (IK)

IIK-36 ~ 3HaHumeM TpeOOBaHMI K OpraHU3alMM KaJpOBOTO JEJIONPOU3BOJCTBA U
JIOKYMEHTHPOBAHUIO TPYIOBBIX OTHOILIEHUH, XpaHEHUIO JOKYMEHTOB 10 JINYHOMY COCTaBY

[1K-46 BnajeHueM MeTOJaMM MPOBEJEHHs aHAJIM3a OpPraHU3alMU JOKYMEHTAIlMOHHOTO
oOecrnieyeHus yrnpaBiIeHUs U apXUBHOT'O XpaHEHUS TOKYMEHTOB B KOHKPETHON OpraHU3aIiu

I1K-50 CHOCOOHOCTBIO ~ COBEPIIEHCTBOBATh  JOKYMEHTAIMOHHOE obecreueHue
yIpaBiIeHUS

B pe3ynpTare 0CBOCHHS AUCIUTUTHHBI 00YJarOITUECs JOJKHBI:

3Hamb: OCOOCHHOCTM U METOAMYECKHE OCHOBBI JIOKyMEHTHpPOBaHHA B cdepe
00pa3oBaHus, KYIbTYpHI CIIEIHATBHYIO OTPACIEBYIO TEPMUHOJIOTHIO, OCOOCHHOCTH COCTaBJICHUS
U OoQOpMIIEHHS JIOKyMEHTOB OTpAaclieBbIX CHUCTEM JOKYMEHTHUPOBaHHUS, OpraHHU3aIlIo
OTPACIEBBIX JOKYMEHTOB B KOMIUIEKCHI U IIPUHLUIIBI OIIPEACIICHNS UX HAyYHO-UCTOPUYECKON U
MIPaKTUYECKON IEHHOCTH;

ymemp: COCTaBIATb OTPACIECBbIE JOKYMEHTbI B 3aBUCUMOCTH OT HAa3HA4CHUS U
COJEpXKaHUs JIOKyMEHTa M MeCTa B OTpaciieBodl cucreme, O(GOpMIATh JOKYMEHTHl B
COOTBETCTBUM C TpeOOBaHMSAMHU TOCYJApCTBEHHBIX CTAaHAAPTOB, YHU(PHUIMPOBATH TEKCTHI



OTpacieBbIX JOKYMEHTOB, pa3pabareiBaTh YHU(PHUIMPOBAHHBIE CHUCTEMBI OTpaciaeBoi
JOKyMEHTaIUH;

én1adems: 3HaHUSMH B O0JACTH METOAMKH JOKYMEHTHPOBAaHUS, 3aKOHOJATEIbHBIX U
HOPMATHUBHBIX aKTOB I10 BOINPOCaM YIPABIEHUYECKOro TpyJa M [EIONpPOM3BOJCTBA B cdepe
o0pa3oBaHus, KyJIbTYpbl, OCHOBHOM Hay4yHOU JTUTEPATYpPHI 110 KYpCy.

npuobpecmu onvlm OeamenbHOCmu: B 00JAaCTU  COCTABIICHMS U a”alusa
YIPaBJIEHYECKUX JOKYMEHTOB, METOJOB COBEPILICHCTBOBAHUS JIOKyMeHTOOOOpoTa B cdepe
00pa30BaHUs U KYJIbTYpBHI.

4. OBBbEM YUEBHOM JACIHUILIAHBI

OO0mas TpyI0eMKOCTh THUCHUILIMHBI COCTaBiseT 3 3adeTHhIX eauHuIilel (108 yacoB).
Jucuunnmua peasmmsyerca B 7 cemectpe. PopMa NpoOMEKYTOUHOM aTTECTALMU — 3a4€T B 7/
cemMecTpe.



