MUWHUCTEPCTBO H/éVKI/I U BBICILIET'O OBPA3OB;AHI/IH POCCHUIICKOM ®EJEPALINN
CTAPOOCKOJIbCKUU TEXHOJIO'NYECKUU UHCTUTYT UM. A.A. YTAPOBA
(pummai) dhenepabHOrO TOCYIAPCTBEHHOTO aBTOHOMHOTO 00pa30BaTEILHOTO YUPEKICHHS

BBICIIET0 00pa30BaHUs

«HanunoHalbHBIN UCCIEA0BATENbCKUNA TEXHOTOTHUECKU YyHUBEepcuTeT « MUCHUCH
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Pabouvas mporpamma yTBepKaeHa
peleHueM Y4eHoro coBeTa

CTHU HUTY «MUCHC»

oT «24» utons 2025 r.

npoTokois Ne 26

Pabouas nmporpaMmma JUCITUTIMHBI

JIOKYMEHTHPOBAaHHUE YIIPABJICHYCCKOU AeATEIbHOCTH

3akperureHa 3a kadeapoit
HamnpaBienue noaroToBku
[podmis

Kpanuduxanus

dopma o0ydeHus

O61ast TPYA0EMKOCTh

YacoB 1o yueOHOMY IIIaHy

B TOM YHCJIC:

ayIUTOPHBIE 3aHATUA

camocToATeNpHas paboTa

YacoOB Ha KOHTPOJb

Kadenpa 5koHOMUKH,yNIpaBJIeHUs U OPraHU3aHH MPOU3BOICTBA
38.03.02 MeHemKMEHT

[Ipou3BoaACTBEHHBIA MEHEAKMEHT

BakajaaBp
Ounas
33ET
108 ®DOopMBI KOHTPOJIIS B CEMECTpax:
3auer 2
_ M4
4

Pacnpe;[e.ne}me YacoB JUCHHUILIMHBI 110 CeMeCTpaM

Cemectp

2 Htoro

Bup 3ansaruit

VII| PII i PII

Jlexun

17 17 17 17

JlabopaTopHEIe

17 17 17 17

KonrakTnas pabora

34 34 34 34

Cam. pabota

74 | 74 | 74 | 74

Yacel Ha KOHTPOJIb

Hroro:

108 | 108 108 | 108

I'on Habopa 2025 .
B penakim 2025 .



IIporpammy cocrtaBui:
JIOLIEHT, KaHAUJAT YKOHOMHYECKUX HAayK

ITonsxoBa EBrenust BssuecnaBoBHa W(//

Jlonoxcnocmo,yu.cm., yu.36 PO noanocmvio noonuce

PabGouas nmporpamMma AUCHUIUTUHEL
JOKyMeHTHpOBaHUE YIIPABJICHYECKOM e TeJIbHOCTH

HAUuMeHoedaHue

Paspabotana B coorBercTBUE ¢ OC BO HUTY «MUCHUCH:

CaMOCTOSITETBHO YCTaHABIMBAEMBIN 00pa30BaTEIbHBIN CTAHAAPT BBICIIETO 00pa30BaHUs - OaKantaBpHaT

denepabHOE TOCYHApCTBEHHOE AaBTOHOMHOE 00pa30BaTeNbHOE YUPEKACHHE BBICIIET0 oOpa3oBaHus «HaunoHambHBIH
HCCIIEOBATEIbCKUH TEXHOJIOTUYECKHI YHUBEPCHUTET «MHUCHUC» o HarpaBJIeHHUIO MIOJIrOTOBKH
38.03.02Menemxment(npukas ot 02.04.2021 Ne 119 0.8.)

CocraBneHa Ha OCHOBaHHH y4ueOHoro TuraHa 2025 roma Habopa:
38.03.02 MeHeKMEHT,

[Ipodwis: IIpor3BOACTBEHHBIN MEHEIKMEHT, YTBEPKACHHOTO, YTBep K IeHHOro YduenbiM copetom CTU HUTY «MUCHC»
24.06.2025r., mpotokoit Ne 26.

Pabouas mporpamma og00peHa Ha 3aceaHny Kadeapsl
OKOHOMUKH, yIIPABJICHNS U OpraHH3alHH IPOHU3BOJICTBA

HaumeHoganue kageopol

[Iporokoun ot «27» mas 2025r.Ne 05.

3aB. kadpenpoit  DYuOIL ~ O.A. HoBukoBa

ab6pesuamypa HauMeHO8aHUs Kageopbl noonucw H.0. Pamunun

«27» mast 2025 .

Pykosogurens OITIOITI BO

3aB. Kadeapo, KaHTUIAT FIKOHOMHUYECKUX ~

HayK, IOLICHT O.A. HoBukoBa
001ICHOCb,  YY.CIN., YU.36. noonucey .0. Pamunus

«27» mast 2025 .



1. IEJIM OCBOEHUSA

[enb - U3yueHHEe TEOPUH U NMPAKTUKH TOKYMEHTALMOHHOTO 00ECIeUYeH sl YIPaBICHUs B YUPEKICHHUS, OPraHU3aLUsIX U HA
MIPEATIPUATHIX PATUIHBIX POPM COOCTBEHHOCTH.

3amaun

JUCIUIUINHEL:

(opMHpPOBaHUE CHCTEMBI TEOPETHIECKUX M METOIOJIOIMYECKUX 3HAHUH OCHOB
JOKYMEHTHUPOBaHUs MH()OPMALIUH C YY€TOM KOMIIETCHTHOCTHOT'O [T0IX0/1;
(OopMHpPOBaHUE CHCTEMBI TEOPETHUYECKUX M METOJOIOTUUECKUX 3HAHUH pa3paboTKu
JOKyMEHTAIM1, 00eCTIeUnBaIONIEeH pealn3alnio YIpaBleHIeCKUX PelleHHH;
(hopMHpOBaHUE NPE/ICTABICHUH O NPUHINIIAX, IPAaBUIIaX U TEXHOJIOTHAX
JOKyMEHTAI[MOHHOTO 00ECTIEUCHUSI yIIPABICHIS;

pruodpeTeHne 00yJaroIUMHUCs 3HAHUN 1 yMEHHIH IPUMEHEHHS IPaBHII JOKYMEHTHPOBAHUS
nH(pOpMaINH IIPU COCTaBICHUN JOKYMEHTOB Pa3JIMYHBIX CHCTEM JOKYMEHTAIUHU U UX
aHaNn3a;

OCBOCHHE HABBIKOB IIPOEKTHPOBAHNS YHH(DUIIMPOBAHHBIX ()OPM JOKYMEHTOB, CHCTEM
JOKYMEHTAIMN ¥ HHQOPMAIMOHHO-IOKYMEHTAIMOHHON CHCTEMBI YIPESKACHHS B IIETIOM.

2. MECTO B CTPYKTYPE OBPA3OBATEJBbHOM NPOT'PAMMBI

Hukn (paznen) OIL: | b1.B

2.1 TpeOoBaHNs K NpeIBapUTeIbHOI NOATOTOBKE 00yUYalolIerocs:

2.1.1 | Teopus MeHeIDKMEHTa

2.2 Jucuuniaunel (MOIYJIM) M NPAKTUKHU, JJIsl KOTOPBIX 0CBOEHHUE JAHHOMN TMCUMIJIMHBI (MO1YJIs1) HEOOXOAMMO

KaK NnpeamecTByouiee:

2.2.1 | DKOHOMHKA NPENNPHUSITHIT

2.2.2 | KOMIUIEKCHBIN aHAIU3 XO3IMCTBEHHOMN ESITEIbHOCTH

2.2.3 | OueHka CTOMMOCTH OM3Heca

2.2.4 | Opranusaiys, HOpMUPOBAHHUE U OILIATa TPy

2.2.5 | JlenoBple KOMMYHUKAIIUU

3. AHAUKATOPHI ®OPMUPOBAHW S KOMIIETEHIIUA,
COBMEIEHHBIE C PE3YJBTATAMMU OBYYEHNS 11O JUCIUIIJINHE

YK-4: Cnioco0eH ocymecTBJISTH AeJI0BYI0 KOMMYHMKAIMIO B YCTHOI M MUCbBMEHHOM (popMax Ha rocyAapcTBEHHOM
si3bike Poceniickoii @egepanyuu 1 HHOCTPaHHOM(BIX) s13bIKe(aX), 3P (PeKTHBHO GPYHKIHMOHHPOBATH B HAIIMOHAJIBHOM H
MEKIYHAPOAHOM KOJUICKTHBAX HHAMBHAYAJIbHO H KaK 4JeH KOMAaH/bI

3HaTh: YK-4-313HaTh OCHOBHBIE PUHIIMIIBI IEIOBO KOMMYHHKAILIUKM B YCTHOW ¥ MUCbMEHHOU opMaxHa
rOCyJapCTBEHHOM s3bIke Poccuiickoit @eneparinn 1 ”HOCTpaHHOM(BIX) sI3bIKe(ax

YMersb: YK-4-Y1 YMeTs HCIIOIB30BaTh HOPMATUBHBIE M IIPABOBBIE TOKYMEHTHI, OTHOCSIIUECS K OyayIien
npodeccroHaNIbHOM NeATeIbHOCTH

Bnaners: | YK-4-B1 Bnagers HaBbIkaMu ()OPMUPOBAHUS JIOKAJILHBIX HOPMAaTUBHBIX JIOKYMEHTOB YIIPaBICHIECKOTO
Xapakrepa

[K-2: CnocodeH K OpraHu3aHOHHO-YNPABIEHYECKOH JeATeTbHOCTH: KOMILUIEKCHO MOAX0IUTH K PeleHnI0

CTPATCrNYECKUX M ONEPATUBHLIX YHIPABJICHYCCKHUX 3ada4

3Harb: [IK-2-31HopMmaTuBHBIC aKTHl B TIEPBUYHBIC JOKYMEHTHI 00SCIICIHBAOIIIE HHPOPMALUEH TSI IPUHATHS
YIPaBICHYECKUX PEIICHUI

YMerTs: [IK-2-Y1 YMeTs UCToNB30BaTh JOKYMEHTAIBHBIE ICTOYHUKHI OOeciedueHUs HHOpMAIHEH TS aHATHTHISCKYIO
JIeATEIILHOCTD B ITPO(ecCHOHANIBHON chepe

Bnamers: | [1K-2-B1 Bnanets HaBRIKaMH(DOPMUPOBAHUS YIIPABICHUIESCKON JOKYMEHTAIMH IJIsT 00CCIIeYeHUS

YIpaBIEHYECKO NesITeTbHOCTH




4. CTPYKTYPA U COAEP)KAHUE

Jlutepatypa n

Kon HanmenoBanme pa3aesnoB u TeM / KosnuecTBo [Mpumeuan
Cemectp KoMnerenunn | 3j1eKTpoHHBIE
3aHATHS BH/I 3aHATHS/ JacoB ne
pecypcbl
Paznea 1. IlpaBoBas 6a3a
AOKYMEHTALMOHHOT0 00ecneyeHus
ynpasJieHust
11 Teoperndeckne OCHOBBI OPTaHU3AIIH 2 2 YK-4-3 1 JI1.1J12.2
JOYVY. IlpaBoas 6a3a IK-2-31
JOKYMEHTAIIHOHHOTO 00eCIIeueHHUs
ynpasieHus. /JIex/
1.2 TaGonatopias babora No 1 2 4 YK-4-Y1 VK- J1.1J12.2
patoprasi pabora 12 4-B1 K-2-V1 J13.1
CraHaapThl JOKyMEHTAIIHOHHOTO
[1K-2-B1
obecreuenus ynpasnenus/J1ad/
13 2 2 YK-4-3 1 J1.1J12.2
Ciyx0a TOKyMEHTallMOHHOTO
ITK-2-31
obecrnieuenus ynpasnenus /Jlex/
1.4 2 16 YK-4-31 J1.1J12.2
0 IK-2-31 J3.1
CBOEHHE TEOPETUYECKOTO VK-4-V] VK-
matepuanan. 1.1-1.3 TTogroroBka
o 6 5 ICp/ 4-B1 IIK-2-V1
MH(POPMAMOHHBIX coo0meHu /Cp [IK-2-B1
Paspen 2. JIOKyMeHTHpPOBaHHE
yNnpaBJieH4eCKOH 1eITeJIbHOCTH
21 Kiaccudukanus ynpaBieHYeCKUX 2 2 YK-4-3 1 JI1.1J12.2
JnokymeHToB/JIek/ I1K-2-31 JI2.1
2.2 OpraHu3anioHHO-YTIPaBIeHUYECKUE 2 2 YK-4-3 1 JI1.1J12.2
JnokymeHThl/JIex/ [1K-2-31
2.3 JlabopatopHas pabota Ne 2 2 4 YK-4-YV1 VK- | J1.1J12.2
®dopMupOBaHUE OPTaHU3AIIIOHHO- 4-B1TIK-2-Y1 | JI3.1
YIPaBICHYECKUX TOKYMEeHTOB/J1ab/ IIK-2-B1
24 JlokyMeHTanpHOE 0(pOpMIICHHE 2 2 YK-4-3 1 JI1.1J12.2
TPYIOBBIX OTHOIICHHUH./JIek/ IK-2-31 2.1
25 JlaGopatopnast ~ pabora  Ne 3 2 2 YK-4-Y1 VK- | JI1.1J12.2
®opMHpPOBaHHE  JTOKYMEHTOB IO 4-B1 IIK-2-Y1 | JI2.1 JI3.1
JMYHOMY cocTaBy /J1a6/ ITK-2-B1
2.6 Henossie muceMa /Jex/ 2 2 VK-4-3 1 J1.1J12.2
IK-2-31
2.7 JlabopaTopras pabota Ne 4 2 2 YK-4-Y1 VK- | JI1.1J12.2
OdopmiteHrE IETOBBIX THCEM 4-B1TIK-2-Y1 | JI3.1
[1K-2-B1
2.7 2 34 YK-4-31 J1.1J12.2
ITK-2-31 J2.1 J13.1
OcBoeHNE TEOPETHIECKOT0 MaTepraia
YK-4-V1
. 2.1-2.7 Tloaroroska
b 5 i /Co/ YK-4-B1
uH(opManMoHHbIX coobduienuit /Cp MK-2-Y1
I1K-2-B1
Paznen 3. Opranmsanusi padoTsl ¢
AOKYMEHTaMM
3.1 JIOKyMEHTOTIOTOKH: TEPMHHOJIOTHS, 2 2 YK-4-3 1 JI1.1J12.2
XapaKTEPUCTUKA IIOTOKOB, IPUHIIUIIbI, ITK-2-31

IIoKa3aTciiu. OpraHmauI/m




JIokyMeHToobopoTa /JIek/

3.2 ®dopmuposanue nen. OpopmieHue aem. 3 YK-4-3 1 JI1.1J12.2
TTopsmok mepenaun nei B apXuB I1K-2-31
OpraHu3alyy. Y HUYTOKCHUE
JOKYMEHTOB C HCTEKIIMH CPOKaMH
xpanenust /JIex/
3.3 Jlaboparopnas pabora Ne 5 5 VK-4-YV1 VK- JI1.1J12.2
Oransl paboTHI ¢ JOKYMEHTAMHI 4-B1 IIK-2-V1 JI3.1
[1K-2-B1
34 OcBOEHUE TEOPETHYCCKOTO MaTepHasa 24 YK-4-31 JI1.1 J12.2
. 3.1-3.3TloaroroBka IK-2-31 JI3.1
nH(opManmoHHbIX cooduienuit /Cp/ YK-4-Y1
VK-4-B1
[K-2-V1

I1K-2-B1




5. POHJ1 OHEHOYHBIX MATEPHUAJIOB

5.1. Bonmpocsl U1t caMOCTOSITEIbHOI MOATOTOBKH K 3K3aMeHY (3a4€Ty ¢ OLIeHKOii)

OK3aMeH He NPeyCMOTPEH

5.2. [lepeyeHb padoT, BHINOJHAEMBbIX 10 JUCIHUILJINHE

TemaTuka U1 HOATOTOBKM WH(OpPManMOHHBIXCOOOIEeHnH uis BeicTymienus YK-4-31,I1K-2-31, YK-4-Y 1, YK-4-B, TIK-2-
V1, IIK-2-B1

1.

2
3
4.
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o

10.
11.
12.
13.
14,
15.
16.

17.

18.
19.
20.
21.

22.
23.
24,

25.

26.
217.

28.

29.
30.
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32.
33.
34.
35.
36.
37.
38.
39.
40.
41,

[Monsitue nokymeHTa. [lepBbie coXpaHUBIIMECS JOKYMEHTHI B HICTOPHUH YeJIOBEUECTBA.

Muoroo6pasue GpopM cOBpeMEHHOH JOKYMEHTAIINH.

JokymeHTHpOBaHNe HHOOPMALIUH.

JloKyMEHTHpPOBaHHE ONlepanuii ¢ JOKYMEHTAMH M TIPOIIECCOB YIMPABICHUS JOKYMEHTAMH.

[ToHsATHE M COCTaB HOPMATUBHO-METOANIECKON 0a3bl JOKYMEHTHPOBAHHMS YIPaBICHIECKOH AEATCIBHOCTH.
3akoHozmaTenbcTBO PP B 00:1aCTH TOKYMEHTHPOBAHHS YIPABICHIECKOH 6. IS TENBHOCTH.

I'paxxnanckuil kogeke P®, Tpynosoii kogekc PO, Yronosuslii koaeke PO o 1okyMeHTax,CONpOBOKAAIOIINX
TpaKAaHCKHE U TPYJOBBIE OTHOLICHNUS, O IPAaBOHAPYIICHNUAX B JOKYMEHTHPOBAHUNYIIPABICHIECKOH JEATEIFHOCTH.
HopmatusHble mpaBoBbie akThl PO o cranpaptusauny, nHGopManuu ¥ HHPOPMaTH3aIMN,TOCYy JapCTBEHHOH 1
KOMMEpPYECKOW TalfHaX, apXuBaxX M apXUBHOM JIeJie, CBSI3M U IIOYTOBOM CBS3U H JP.

KyMynsiTHBHBIN (HAKOIUTENBHBIH) MOTOK JOKYMEHTAIMH - «0yMa)kHBII OyM», €ro MpUYHHBI 1 OCHOBHBIEITYTH €TI0
COKpaIIeHUS.

[NonuTHKa yrpaBieHus JOKyMEHTaMH.

Crpaterus ynpaBJieHHsI JOKyMEHTaM{ B OpTaHHU3aIlHH.

YHuuKanus u CTaHIapTH3ALUS JOKYMEHTHPOBAHUSL.

Jlenonpon3BoICTBO U apXUBHOE JETIO.

Cucrema cTaHIapTOB IO HHPOPMAIUN, OMOIHOTECIHOMY H M31aTEIbCKOMY NIy

IMonsTre 1 coctaB pekBU3UTOB. TpeOOBaHMS K OPOPMIICHHIO PEKBU3UTOB.

OdurranpHO-AET0BOH CTHIb — (QyHKIMOHATIbHAS PA3HOBHIHOCTS SI3bIKa B C)epe yIpaBIeHNUS.

OOmue TpeOGOBaHUS K A3bIKY M CTUIIIO M3JIOKEHUS JOKYMEHTa: IOJTHOTA (MUHUMAaJIbHASL JIOCTaTOYHOCTB)
nH(popMannK, CMBICIOBas TOYHOCTh U3JI0KEHHUS, TaKOHU3M 20. (OPMYIHPOBOK, OHO3HAYHOCTh TOJIKOBAHMS,
HeWTpanbHast KCIIPECCHBHAs OKpacKa, TeMaTuieckasi OrpaHMYEHHOCTh B IPUMEHEHHUH S3bIKOBBIX CPEJICTB U JIp.
Jlexcuka JOKYMCHTOB: HACBIIIICHHOCTbL TCPMUHAMU CO6J'IIOILCHI/IC HOPM COYE€TACMOCTH CJIOB, TCHACHIINA K
yHU(DUKALUHY CJIOBOCOYCTAHUN B THITOBBIX CHUTYAIIUSX, UCIIOIB30BaHIE PEUYCBBIX KiHIle ((pa3coqoru3MoR).
YnoTpebiieHHe CJI0B B OHOTHITHBIX MaJeXKHbBIX GopMax.

OrpaHnyeHHOE YIOTpPEeOIEHHE TaroIoB B JINYHON (opme.

YcrpaHneHne ommboK U pelieHUe A3bIKOBBIX IPOOJIeM pH 0(OPMIIEHHH TOKYMEHTOB.

INonuTHKa yrpaBineHUst JOKyMEHTaMH OpTraHU3ali: He0OXOIMMOCTh U IIPEUMYIIECTBA, peTyIupylomasicpena u
OTBETCTBCHHOCTb.

[TprHIMTBI pa3pabOTKK IPOTPaMM YIPABICHUS JOKYMEHTAMH.

OO01mue XxapaKTepUCTHKN IOKYMEHTHBIX CHCTEM.

HpOQKTI/IpOBaHI/Ie 1 BHEAPECHUEC JOKYMEHTHBIX CUCTEM: NOKYMCHTHUPOBAHUEC onepaunﬁ; 3alyTa MaTe€pUuaIbHBIX
HOCHUTENCH I/IH(I)OpMaIlI/II/I; JOCTYII, MOMCK U UCTIOJIb30BAHUE; XPAHCHUC U YHUYTOXKCHUC JOKYMCHTOB.
MeTo/10510T sl TPOSKTUPOBAHUS M BHEAPESHUS JOKYMEHTHBIX CHCTEM: TIPE/IBAPUTEIBHOE 00CIeI0BaHNE; aHAIIH3
JICTIOBOM JIESITEIbHOCTH; ONpeielieHle TPEOOBaHUN K IOKYMEHTaM; OlIeHKa CYIIECTBYIOIINX CUCTEM; ONpe/iesieHHE
cTpateruii cobroneHus TpedboBaHuit 33. K JOKyMEHTaM; IPOSKTHPOBAHUE JOKYMEHTHOM CUCTEMBI; BHEIPEHHE
JIOKYMEHTHOM CUCTEMBI.

[pekparieHre TpIMEHEHHUs TOKYMEHTHBIX CHCTEM.

[Tpoueccs! yrpaBiaeHust JOKyMEHTaMH ¥ KOHTPOJIb; OTIPEJIeNICHNE CPOKOB XPAHEHHUS IOKYMEHTOB; BKIIIOUEHHE
JOKyMEHTOB B CHCTEMY; PETHCTpalys; KiIacCU(PHUKALUS;, XpaHEHHE U 00pallleHNe ¢ JOKYMEHTaMH; TOCTYI K
JOKyMeHTaM (CBOOOIHBIN M OTPaHUICHHBIN);

KoHTponb JBIKEHNUS M HCIIOIB30BaHUS IOKYMEHTOB (KOHTPOIIb JEWCTBHH, KOHTPOJIb MECTOIIOJIOKEHHUSIOKYMEHTA);
0TOOD M Iepeaya JOKYMEHTOB Ha MOCJIEyIOIIee XpaHEHHE U YHUYTOKEHHUE.

[NonsiTve TOKYyMEHTOOO0POTa M €r0 OCHOBHBIE ATAIIBI.

BXO}IHI]_[I/IG, BHYTPEHHHUC U UCXOAAIINE TOKYMEHTHI U UX }IOKyMeHTOO60pOT.

OkcreannnoHHas 06paboTKa JOKYMEHTOB, OCTYIAIOIINX B OPraHU3aIHUIo.

IIpenBapuTenpHOE pacCMOTPEHNE JOKYMEHTOB B ciryx0e /JOY.

OpraHuzanys JOCTaBKH JOKyMEHTA.

Perucrpanus n nHAEKCcanus JOKYMEHTOB.

JIOKyMeHTBI, 10JyIeKaIne PerucTpany.

PerucrpanmoHHble )XypHaJIbl 1 KAPTOUKH.

HcnonHeHne JOKyMEHTOB: CPOKH M Ka4eCTBO.

DTarnsl ¥ TEXHOJIOTHUSI KOHTPOJISI HCIIOJIHEHNUS! JIOKYMEHTOB.

CocraB JJOKyMEHTOB, ITO/JIEXKANIUX 0053aTeIbHOMY KOHTPOJIIO HCIIOJIHEHUSI.

O06paboTKa NCTIOTHEHHBIX JOKYMEHTOB.

AHanu3, METO/Ibl yueTa U COKpAIeHHUsI JOKyMEHT0000poTa.
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[IpyrHUMIBI OpraHU3anny JOKyMEHTO000pOTa.

Opranu3anys paiioOHAIBHOTO ABHKEHUS JOKYMEHTOB: TEXHOJIOTHIECKAs CXEMa JIBIDKCHHUS IOKYMEHTOB.

JlOKyMEHTOMIOTOKH.

OOBeKTHUBHBIE U CYyOBEKTUBHBIC (DaKTOPHI, BIUIOIINE Ha 00BeM JOKYMEHTO000pOTa.

AHanms u cokpamnieHne o0beMa JOKyMEHTO000pOoTa Ha pa3HbIX €ro Tanax
Howmenknarypa nen. OcHOBHBIE TpeOOBaHMS K HOMEHKIIAType Jell.

Oransl pa3pabOTKH HOMEHKIIATYPHI JIEIT: ONPEIENICHUE KpyTra JOKYMEHTOB AJIsI BKIFOUCHHSI BHOMEHKIIATYPY eI,
COCTaBJICHUE 3ar0JIOBKOB JIETI, PAclOIOKEHHUE 3aT0JIOBKOB JIeJ1 B HOMEHKJIATYpe,yCTaHOBICHUE CPOKOB XpaHEHUS e,
HHJEKcalus JeIl.

DKcnepTH3a IIEHHOCTH JIOKYMEHTa: 0TOOp M Iepeaya e Ha MOCIeAyIolee XpaHeHHEe HIIMyHUUTOXKEHHE.
Kpurepuu onieHKH TOKYMEHTOB.

IIponenypa u JOKyMEHTUPOBAHUE YHUUTOXKEHHS JOKYMEHTOB.

Opranuzanus TeKyIero XpaHeHus! JOKYMEHTOB, €ro LeIH U 3aa4H.

®dopmupoBaHHUE Jel: 00mue TpeOoBaHNUS.

I'pynmupoBka B fea OTAENBHBIX KaTErOpuil JOKyMEHTOB.

[Iponienypa xpaHeHHUs JOKYMEHTOB U TPeOOBaHUA K HEll.

OnexTpoHHast (hOpMa CUCTEMATH3AIMH M XPaHEHHS JOKYMEHTOB.

[onsTHe, HEny, 3a1a4K 1 Ipoueaypa opopMIICHHS eI JOITOBPEMEHHOTO U IIOCTOSHHOTO XPaHEHHS.
BuyTpeHHss onuch en.

Omnuck JOKYMEHTOB B 3JICKTPOHHOM BUIC.

3HaueHre HHPOPMAIIMOHHOW 0€30MaCHOCTH.

HcToYHMKHM M KaHAJIbl pacpOCTpaHEeHUsI IEHHOW MH(pOpMAaIHH.

Ilepeunu cBeneHUI, KOTOPBIE MOT'YT U HE MOT'YT COCTaBJIATh TallHy OpPraHU3aLdH.

I'puc¢ orpannueHus goctyna K KOHQUASHINAIBHBIM JOKYMEHTaM: IPUCBOCHUE U CHATHE TpH(a CIOKYMEHTa;
odopmieHne rpuda.

OCHOBHBIC HAIPaBJICHHS 3aIUTHI IICHHOH HHPOPMAIINHU: TPABOBasi, OPraHU3alMOHHAs, TCXHIMYECKask HITPOTPaMMHO-
MaTeMaTHIecKast 3aInTa.

Oco0srit MopsI0K paboTHI IepcoHaNa ¢ KOH(GUICHINATBHEIMI TOKYMEHTaMHI
ApXWB: TIOHATHE, 3HaYCHUE U (QYHKINN. APXUBHBIA (POH/ KaK 9acTh JOKYMEHTAJIBHOTO (OH/A.

ApxuBHbit poua Poccuiickoit @eneparym.

CTpyKTypa H 3aJ1aqyl TOCYAapCTBEHHOM apXHUBHOH ciry:k0b1 Poccum.

HerocynapcTBeHHas 4acTh apXUBHOTO ()OHJIA CTPAHBI.

Ilopsnok nepenauu el B apXUBBL.

Hepeuaqa 3aKOHYCHHBIX JICJI B apXUB OpraHu3alnu.

CocTaB y4eTHBIX JOKyMEHTOB apXHBa.

JlokyMeHTBI 00111eT0 U 000COOICHHOTO XPaHCHHS.

B3anmozelicTBue rocyaapcTBEHHBIX apXHBOB C KOMMEPUYECKUMH OPTaHU3AIMSIMU.

XpaHEeHHE U HCTIOJIb30BAHUE JOKYMEHTOB apXnBoB. O00OpyI0BaHIE apXUBOXPAHWIINIIL.

[Ipobnemsbl panMoHAIBHOTO MCIIONB30BAHHS TIOMELISHHUSI U y100CTBa OIIEPaTUBHOTO MCTIOIB30BAHUAIOKYMEHTOB.
Pucku xpaHeHHs TOKYMEHTOB. 3aliuTa MOMEIIEHNH OT IPHUPOJHBIX U TEXHOT'CHHBIX (h)aKTOPOB, OTIOCTYTIA
MIOCTOPOHHUX JIHII.

q)OpMI)I HCTIOJIb30BaHUA JOKYMCHTOB B I'OCYIapCTBCHHBIX 1 BEAOMCTBCHHBIX apXHBax.

ApXI/IBHI:Ie CIIpaBKH, apXMWBHBIC KOITMHU TOKYMEHTOB, BBIIIMCKN U3 apXUBHBIX JOKYMCHTOB.

YcnoBus H3bATHS JOKYMEHTOB U3 apXHBOB.

JIMCIUIITMHOM MPeIyCMOTPEHO BBIMOJIHEHHE 1ab0paTOpHBIX paboT.

Jlabopatopras pabota Ne 1 YK-4-V1, YK-4-B, I1K-2-V1, [IK-2-B1

CTaHI[apTLI JAOKYMCHTAITUOHHOT' O obecrneueHus yIipaBJeHUA

JlabopatopHnas pabota Ne 2YK-4-V1, VK-4-B, [IK-2-V 1, TIK-2-B1

(DOpMI/IpOBaHI/Ie OpPraHrU3aliMOHHO-YIIPAaBJICHYCCKUX TOKYMECHTOB

JlabopaTopnas padota Ne 3 YK-4-V1, VK-4-B, [IK-2-V 1, I[IK-2-B1

CDOpMI/IPOBaHI/Ie JAOKYMCEHTOB 110 JIMYHOMY COCTaBy

Jlabopatopuas padora Ne 4VK-4-V1, YK-4-B, T[IK-2-V 1, T1K-2-B1

OdopmiteHne 1eI0BBIX MHCEM

Jlabopatopuas padora Ne 5YK-4-V1, YK-4-B, T[IK-2-V 1, T1K-2-B1

Oransl paboThI ¢ JOKyMEHTaMH

BrimosHeHue 1abopaTopHBIX paboT 3a UCKI0YeHHeM JabopatopHoit padotel Ne 1u Ne 4 mpeaycmarpuBaet

IIpUMeHeHrne HH)OPMAIIOHHBIX TEXHOJIOTHH B BUAE porpaMmsl 1C JIokyMeHT0060poT

5.3. OueHOYHBbIE MAaTepPUAJIbl, HCIOJIb3yeMble ISl IK3aMeHa (onmucaHue OMJIeTOB, TECTOB H T.I1.)

OK3aMeH He MPeayCMOTpEeH




5.4. MeToANKA OIEHKH OCBOEHHS THCIUTLIHHbBI

3auer - Ecnu crynent:

- JEMOHCTPHPYET CUCTEMHOCTh UIIYOHHY 3HAHUH MO JUCHHUILUIMHE, YMEHUE OPUCHTHPOBATHCS B IPOOIeMax;
-ACIIONB3YCTCIENINANBHYI0 TEPMHUHOJOTHIO B COOTBETCTBHH C COJNIEp)KaHHMEM paszziena, (OopMyIHpyeT HOOOCHOBBIBACT
COOCTBEHHYIO TOUKY 3pEHHS Ha OCBEIIaeMylo po0IeMy, KpUTHIECKHOTHOCUTCS. K OCBOCHHOW HHPOPMALINY;

- BJameeT Te3aypycoM B paMKaxX IUCIUIUTMHBI; YMEETIIPOBECTHIAPAIICIEMEKTyCMEKHPIMAIUCIUIUINHAMK;, yMEeT
CTHJIUCTUIECKH MIPAaBUIIBHO

u3JaraTh MaTepual, 0OOCHOBBIBACT U ApIYMEHTHPYET CBOI OTBET.

Hesauer - Ecnu cTynent:

- IeMOHCTPHPYET HErTyOOK¥e, HEMOJHBIC 3HAHUS IO BOIPOCAaM; HETOYHO HCIOIB3yeT HAaydHYI0 TEPMHHOJIOTHIO; ciabo
BJIAJICCT TE3aypyCOM IUCIMILUIMHBL, TACT HEAOCTATOYHO IMOCICIOBATEIBHBIA OTBET JOIMYCKAET OIMMOKH, KOTOPBIC HE MOXKET
HCIIPABUTh CAMOCTOSITENBHO;

HAIU

- JIGMOHCTPHUPYET KpaiiHe (pparMeHTapHbIC 3HAHHS B paMKaX BOMPOCOB M 3aJIaHUIl, HE OCO3HAET CBA3b JAHHOTO MOHSTHS,
TCOPUH, SBJICHUS C APYTUMH OOBEKTaMU JTUCIUILIHHEL,

- HE BJIQJICCT MHHUMAJIbHO HEOOXOJUMOI TEPMHHOJIOTHEI;

- IOITyCKaeT TpyOble JIOTHYECKUE OIMNOKH, KOTOPBIE HE MOXKET MCIIPABUTH CAMOCTOSTEIHHO;

WU

- IEMOHCTPHUPYET OTCYTCTBHUE 3HAHUIA;

- HE OTBETHJI Ha BOMPOCHI WIH 3aTPYAHACTCS BHIIIOIHATH IPAKTHUCCKIE 3aaHNS;

- IEMOHCTPUPYET HEYMEHHE IPAaMOTHO BBHICTPOUTH CBOW OTBET, HEYMEHHE JI0Ka3aTh CBOIO MO3HUIHIO.

6. YYHEBHO-METOANWYECKOE U HH®OPMALIMOHHOE OBECIIEYEHUE

6.1. Pekomenayemast qureparypa

6.1.1 OcHoBHas JIUTEpPaTypa

Oo6o3HaueHue ABTOpBI, 3arnaBue Bubéaunoreka Hzparenncr
COCTaBHUTE BO, TO]T
Jm
J1.1 Kysnenos | HoxymeHTanuo DsekTpoHHas OUOIHOTEUHAsI CHUCTEMa HOpaiir,
N.H. HHOE «YHuBepcuterckas ondnmnorexka» ONLINE» 2018
obecrieueHue Pexxum noctymna: mo noanucke. — URL:
YIpaBJICHUS. https://biblio-online.ru/book/7873BF4B-A3F7-
HoxyMeHT0060 44E2-8EC0-1E3D6392702A
por u
JIETIONPOU3BOJIC
TBO. YUeOHHK U
MIPAKTUKYM JJIs
MPUKJIAHOTO
OaxanaBpuaTa
6.1.2 JlonoJiHUTeIbHASA JIUTEPATYpa
O0o3HaUeHHE ABTOpBI, 3ariaBue buoanorexka H3nareancrt
COCTaBHUTE BO, TO]
Jm
J2.1 AbGynam3e | JloxkymeHTarumo DnekTpoHHast OMOIIMOTEYHAsI CHCTEMa IOpaiir,
AL, HHOE «YuupepcuteTckas oubnuorexkay ONLINE» 2018
Boinpsikk | obecrieueHue Pexum nocryna: no mommucke. — https://biblio-
una U.b., | ynpasieHust online.ru/book/8F9C2312-2C6D-48BC-87FE-
Macnosa TIEPCOHAJIOM. 0B062BB243CE
B.M. VY4eOHHK 1
MPAaKTUKYM JUIS
aKaJeMAYEeCKOT
0 OakanaBpuaTa
2.2 I'punbepr, | doxymeHTanno OnekTpoHHast OMOIMOTEYHas! CHCTEMa IOuuTH-
A.C.,H.H. | sHOe «YHuBepcuterckas ouomuorexa» ONLINE» Jlana,
T'opbaues ; | obecnieuenne Pexxum mocTyma: mo mojAmucke. — 2015
O.A. yIIpaBJIeHUS: http://biblioclub.ru/index.php?page=book&id=
Myxamer 115031
HIMHa

6.1.3 Meroguueckne pa3padoTKku

O0o03Ha4eHne | ABTOpBI, | 3arnaBue | Bubaunorexa Mspateancr




COCTABHUTE BO, IO/
b
J13.1 ITonsxoBa | JloxymeHTHUpOBa HTb CTU HUTY «MUCHUC» CTHU HUTY
E.B. HHE «MHUCHUCy,
YIpaBICHIECKO 2022
i
IeaTeIbHOCTUM
€TOIMYECKIe
yKa3aHUI 1o
BBITIOJTHCHHIO
11a00paTOPHBIX
pabot
6.2. IlepeueHb pecypcoB HHGPOPMAIHMOHHO-TEJIeKOMMYHUKAIMOHHOM ceTH «AHTepHET»
32 | KoncynpranT ITmroc http://www.consultant.ru/
6.3. IlepevyeHb NpOrpaMMHOro odecneyeHust
1 MicrosoftWindows
Im2 Microsoft Office
6.4. IlepevyeHb MHGOPMALMOHHBIX CIPABOYHBIX CHCTEM H NPodeccCHOHATbHBIX 023 TAHHBIX
ni | — Hayunas snekrponnas 6ubimorexa eLIBRARY https://elibrary.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE

7.1 YueOHas aynuTopus

[epeyeHb OCHOBHOTO 00OPYIOBaHUS, YICOHO-HATIIAHBIX IIOCOOHIA:
- KOMIUIEKT Mebenu 1JIs IpernogaBarels,

- KOMIUIEKT Me0esH sl 00ydJaroImuxcs ,

- IoOCKa MarHUTHO-MapKepHas,

- KOMIIBIOTED,

- MyJIbTUMEIUA-TIPOEKTOD,

- DKpaH.

7.2 IMomenrenne isi CAMOCTOATENbHOI PA0OTHI 00YYAIOIIHXCS

Yuyeonas aynuropus Ne 305

[epedeHb OCHOBHOTO 000pYI0BaHuUs, y4eOHO-HATIISITHBIX TTOCOOMIL:

- KOMIUIEKT MeOesH sl PenoaaBaTels,

- KOMIUTEKT MeOenr 11 00yJaromuxcs,

- IOCKa ayJUTOpHas,

- KOMIIBIOTEP JJIsI IPETOIaBaTelIs,

- KoMObroTeps! — 10 mrT.,

- MyJIbTUMEIUA-TIPOEKTOD,

- DKpaH.

ITporpammuoe obecrnieueHue:

- MicrosoftWindows,

- MicrosoftOffice.

B momerieHnn Ui CaMOCTOSITENIbHOM pabOThl 0Oy4ArONIMXCS MMEETCsl MOAKIoueHne K cetn «HTepHe™ u
JIOCTYII B 3JICKTPOHHYO0 HH()OPMAIIMOHHO-00Pa30BaTEILHYIO CPE/ly OpPraHU3aIINH.

8. METOJUYECKHUE YKA3ZAHUA JJIA OBYYAIOIIUXCA 11O U3YYEHUTIO JTUCHUTIJIINHBI

I'maBHas 3a7a4a JIEKIUH AUCIMIUIMHBI «/{OKyMEHTHPOBaHNE YIIPABICHYECKON IEATEIBHOCTHY J1aTh HEOOXOMUMbIH ydeOHbIH
Marepuall 1o KOHKPETHOH TeMe U ITOCTaBHUTh IIaBHbIE IPOOJIEMBI.

CrpyKTypa JEKINOHHOTO Kypca BKIIIOUaeT B ce0s BCTYNUTEIbHYI0, OCHOBHYIO U 3aKJIIOUHUTEIBHYIO YaCTH.

Kaxxnas nexkuus pazpabaTeIBaeTCs C YI€TOM:

— Xapakrepa, cocTaBa U ypOBHS IIOJATOTOBKH ayJUTOPHUH;

— 9TO U B KaKOM 00b&Me OBII0 N3yUeHO CTYACHTAMH PaHee 110 POACTBEHHBIM IHUCIUITIHAM;

— B OIIPCACIICHUN MECTa nayqaeMoﬁ JUCHUIIINHBI B y‘{e6HOM IIPOUECCE MOATOTOBKH CTYACHTA.

CopeprkaHue JEKIUN JOJDKHO OBITh IPEABAPUTEIHHO OCBEIIEHO BHAYAJIE 3aHATHS B COOTBETCTBHUH C TUIAHOM JICKITHH.
CamocrosTenpHas paboTa HampaBlIeHA Ha YCBOCHHE CHCTEMBI HAyYHBIX M IMPO(ECCHOHAIBHBIX 3HAHWH, (HOPMHUPOBAHUSA
YMEHUH ¥ HaBBIKOB, IPHOOPETEHUE OIBITA CAMOCTOSITEIILHOM JIEITEILHOCTH B chepe caMOOpTraHu3aliK 1 caMo0o0pa3oBaHusl.
[Tocne w3ydeHMs KakAOTO pasjenia JUCHUIUIMHBI CTYISHTOM BBINOJNHSETCS JlaboparopHas paboTa, 3aKperusionne
MOJy4EHHbIE TEOPETUUECKUE 3HAHUS.




