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1. EJIN 1 3AJIAYHU OCBOEHMUSA JUCIIUITJIMHBI

Henn ocBoeHUs AMCUMILIMHBI (MOAYJS]) — U3yYEHUE IMPOLIECCOB JTOKYMEHTUPOBAHUS U
OpraHu3aly JOKYMEHTO000pOoTa.

3agaun:

-IIPUMEHUTh TEOPUI0 JOKYMEHTa K TMpaKTHKE paboThl € HUM B KOHKPETHBIX
OpraHu3aIusIX;

-OMpPEICINTh HAMIPABJICHUS COBEPIICHCTBOBAHUS JOKYMEHTOO00POTA;

-OIPEICIUTh CIEeU(HUKY COCTaBICHHS U O(DOPMIICHHS YIIPABICHUYSCKUX JOKYMEHTOB, HX
MECTO B ynpaBnqueCKOﬁ JACATCIIbHOCTH, BI/II[OBYIO Knaccn(bmcaumo;

-paccMOTPETh TPOLECCHl PabOThI € AJICKTPOHHBIMH JIOKYMEHTaMH M OPTaHHU3AIHIo
AJIIEKTPOHHOIO JOKYMEHTOO0OpOTA.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOII BO

B cooTBeTcTBHM CO CTPYKTYpOU Y4eOHOTO TUTaHA 10 HampaBieHuto moaroroBku 46.03.02
JIOKyMEHTOBEICHHUE U apXHBOBEACHUE KypC JAeT 3HAHUE CYNIHOCTH METOJIOB HCCIICIOBAHUS
JIOKYMEHTa, €r0 CTPYKTYPBI, OCOOEHHOCTEH pabOThl ¢ HUM, YTO WCIOJIB3YETCS B IMOCIIEIYFOIIHX
TUCIUIUTMHAX. B pesynbraTe wuU3ydeHHs JTaHHOTO Kypca OakajlaBp JOJDKEH OCBOUTH

PAKTUKOOPUEHTUPOBAHHBIE  pa3lieNbl,  Kacaroluecs OCHOBHOM  mpoOiieMaTUKU
JIOKYMEHTAIMOHHOTO 00ecleYeHusl YIpaBIeHUs, OCBOUTh TEPMUHOCUCTEMY J€JIONPOU3BO/ICTBA,
OpUEHTUPOBATbCA B  ClELUAIbHOU JUTEpaType, OCBOUTH METOJbI paboTel 1O

COBEpPILEHCTBOBAHUIO JOKYMEHTO000pOTa ¢ TE€M, YTOOBI UMETh BO3MOXKHOCTh IMPUMEHUTh UX B
CBOEH BBIYCKHOM KBalM(PUKAIMOHHON pabore. Bompocsl JaHHOTO Kypca BXOJAAT B UTOTOBYIO
rOCYJapCTBEHHYIO aTTECTALUIO.

Jns  wn3ydyenus Kypca HEOOXOJAMMBI BXOJHBIE 3HaHMsI B 00BEME KypcoB
JloxkymenToBenenne, Opranu3sanus rocyJapCTBEHHBIX yupexaeHuil Poccun.

3. TPEBOBAHHUSA K PE3VJIbBTATAM OCBOEHUSA COAEPXKXAHUSA
JUCIHHUIIVINHBI

ITponiecc u3ydyeHus NUCLUILIMHBI HAalpaBjieH Ha (JOPMHUPOBAHUE JIEMEHTOB CIEAYIOIUX
komneTeHIM B cooTBeTcTBUM ¢ OI'OC BO 1o paHHOMY HampaBlIEHUIO TOATOTOBKHU
(crienManbHOCTH):

0) npodeccnonaabubix (I1K)

BJaJICHUEM 3HAHMSIMHM OCHOBHBIX MpoOieM B 00JacTH JOKYMEHTOBEACHUS U
apxuBoBeaenus (ITK-3);

CIIOCOOHOCTBIO OIIEHMBATh HCTOPUI0 M COBPEMEHHOE COCTOSHHE 3apyO0e€KHOTO OIbITa
yIPaBJICHUS TOKYMEHTaMU M opranuzanuu ux xpanenus (I1K-7);

BJIAJICHUEM COBPEMEHHBIMH  CHCTEMaMHM HMH()OPMAIMOHHOTO M  TEXHUYECKOTO
o0ecrieyeHns JTOKYMEHTAllMOHHOTO oOecrieueHusi ymnpasieHUs u ynpaieHus apxuBamu (I1K-
18);

CIOCOOHOCTBIO HCIMOJb30BaTh IMpaBUia IMOATOTOBKU YIPABICHUECKUX JIOKYMEHTOB U
BesieHus aenoBoit nepenucku (ITK-19);

CIIOCOOHOCTBIO ~ HMCNOJBb30BaTh IpaBWja OpPraHU3alMM BCEX HSTamoB paboOThl ¢
JOKYMEHTaMH, B TOM 4Hcie apXxuBHbIMU nokymeHTamu (I1K-20);

BJIAJICHMEM HaBbIKAMU IMOJTrOTOBKH YIPABIEHYECKUX JOKYMEHTOB U BEACHHUS IEIOBOM
nepenucku (I[TK-25);



BIIaJICHUEM HaBbIKaMH OOpaOOTKH JTOKYMEHTOB Ha BCEX JTamax JOKyMEHTOO0OOpOTa,
CHCTeMaTH3alluu, CocTaBlieHns: HoMeHKIarypsl e (I1K-26)

METOJIMYECKUE JOKYMEHTBl [0 BEICHUI0 HH(POPMAIMOHHO-AOKYMEHTAIIHOHHOTO
obecrieueHus yrpapiieHus u apxuBHoro jaeia (ITK-31);

BJIQ/ICHUEM 3aKOHOJATENbHOM M HOPMATUBHO-METOJUYECKOW 0a30il MHQPOpMAIMOHHO-
JOKYMEHTAITMOHHOTO ~ OOECTeYeHHs  yIpaBJieHUS M apXHBHOTO JIeNla, CIIOCOOHOCTBIO
OpPHEHTHPOBATHLCS B IIPaBOBOI 0aze cmekHbIX obnacteit (ITK-32);

BIIQJICHUEM TPHHIMIIAMA W METOJAAMH YIOPSAOYCHHS COCTaBa JIOKYMEHTOB U
uHbopManroHHbIX nokaszarenei (ITK-43);

BJIaJICHHEM METOaMH ONTUMH3AINHU JoKyMeHTornoTokoB (I[TK-45);

B pe3ynbraTe 0ocBOECHUS AUCHUIUIIMHBI 00yUYaIOUIUECs TOJIKHBI:

3uamo:

TEHJICHIIMM Pa3BUTHA JEIONPOU3BOACTBA B FOCYJApCTBEHHOM arapaTe yIpaBlieHUS B
pa3IUYHBIE HCTOPHUYECKUE TICPUOIBI;

0COOCHHOCTH  (OpMHpOBaHUS  CTPYKTYphl,  (GYHKIMI,  [ITaTHOTO  COCTaBa
JIeNTOTIPOU3BOJICTBEHHBIX ~ MOJPA3CICHUH W OOS3aHHOCTH  CIY)KallUX B  Pa3JIMYHbBIC
UCTOPUYECKHE MTEPUO/IBI;

3aBUCHMOCTh OpPraHU3alru pa0dOThI C TOKYMEHTaMU OT PA3BHUTHSI almapara yIpaBIICHUS;
METOJIbl U TEXHOJOTHIO OO0pabOTKM JIOKYMEHTOB Ha OCHOBE HCIIOJIb30BAHUS CPENICTB
OPraHU3aALMOHHON U BEIYMCIUTEIbHON TEXHUKU;

COBpEMEHHBIE HaIpaBlICHUS pa3BUTHUA u nyTu COBEpIICHCTBOBAHUS
JOKYMEHTAIMOHHOTO OOECIIeYCHUs YIIPABIICHHS,

OCHOBHBIE€ HAy4HblE M TMPAKTUYECKHUE MPOOJIEMbl OpraHU3alud JOKYMEHTAIMOHHOTO
oOecrnieueHus yrnpaBIeHUS;

HOPMAaTUBHO-METOAMYECKUE JOKYMEHTBI, pPErJaMEHTHPYIOIIUE JOKYMEHTAlMOHHOE
oOecrnieueHre yrnpaBJieHHUs;

3aKOHOMEPHOCTH U3MEHEHHUs1 00beMa JJOKYyMEHT0000pOTa;

paIMoOHATIFHYI0 TEXHOJIOTHIO TIpUeMa, TPOXOXIACHHS, TIOJATOTOBKH U  OTIPABKH
JOKYMEHTOB B TPAJUIMOHHBIX W aBTOMATHU3MPOBAHHBIX CHCTEMaxX JOKYMEHTAlMOHHOTO
oOecrnieueHus yrnpaBIeHUS;

TpeOOBaHUs K pyYHBIM M aBTOMAaTU3UPOBAHHBIM HH(POPMAIMOHHO-TTOUCKOBBIM CUCTEMaM
(UTIC) no noxymeHTaM OpraHu3aluii;

METOJIMKY KOHTPOJIS 32 CPOKAMH UCIIOJIHEHUS JOKYMEHTOB;

METOJIMKY COCTaBIICHUS KIACCH(PUKAIMOHHBIX CIPAaBOYHUKOB (HOMEHKJIATypa Jell,
KJIaCCU(UKATOPbl PA3MUYHBIX BHJIOB, IMEpPEYCHb JIOKYMEHTOB CO CpOKaMH XpaHEHHs) U
HATPABJICHUS UX UCTIOJIB30BAHUS;

OpraHM3aIMI0 OMEPATUBHOTO XPAHEHHUS JOKYMEHTOB W TOATOTOBKH JTOKYMEHTOB K
nepeiaye B BEJIOMCTBEHHBIA apXUB (BKIIFOYAsT SKCIIEPTU3Y [IEHHOCTH JIOKYMEHTOB, 0(hopMIICHUE
JIeJl, COCTaBJICHHE OIHcen ).

Ymemos:

- 0(OpPMIISITh yIpaBIECHYECKHE TOKYMEHTHI PA3TUYHBIX BUJIOB;

- 0QOpMIISITH CIy)eOHbIE MHChMa;

- 0(OPMIISITh TOKYMEHTHI 110 JINYHOMY COCTaBY;

- OpraHu30BBIBATH PaboTy ciyx0b1 JJIOV;

- paboTaTh co cIy>KeOHBIMU JJOKYMEHTaMH, COACPKAIUMU KOMMEPUYECKYIO TaHY;

- OCYIIECTBIISITh PETUCTPAIINIO, KOHTPOJIb UCTIOHEHUS, TIepeiavy Je] Ha apXHBHOE
XpaHEHHUE;

- COCTaBJIATH HOMEHKJIATYPY JeIT;

- OCYIIECTBIISAITh ~TEKYyIlee XpaHEHUE JOKYMEHTOB, TPOBOAHUTH JKCIEPTHU3Y
LEHHOCTHU JI0KYMEHTOB;



- paboTaTh C CHUCTEeMOH aBTOMATHM3alMU M 3JEKTPOHHOTO JOKYMEHTOOOOpOTa
"Tleno", "bocc- Pedepent".

Bnaoemu:

-TEXHOJIOTHEH paboThI C yIPaBICHYECKUMH TIOKYMEHTAMU;

-METOJJaMH U crocobaMu  0OpabOTKM JOKYMEHTOB C TIOMOIIBIO COBPEMEHHBIX
MH(OPMALIMOHHBIX TEXHOJIOTHA.

Ilpuoodpecmu onvim desamenvrhocmu:

B 00JIaCTU OCHOBHBIX HAIpPaBJICHUN  JIETIONPOU3BOJACTBA U JIOKYMEHTAllMOHHOIO
oOecrnieueHns ynpaBieHUs

4. OBbEM YUYEBHOM JUCIUATLIMHBI

OOmasi TpyIOEMKOCTh JTUCHHUIUIMHBI cOCTaBisieT 4 3aueTHbIX eauHulpl (144 wyaca).
Hucuuniuna peanusyerca B 4 cemectpe. DopMa mpoMEKyTOUHOW aTTeCTAllUM — 3K3aMeH B 4
ceMecTpe.



