Muno6puayku Poccun

DenepanbHOe roCy1apCTBEHHOE OHOKETHOE
00pa3oBaTeNbHOE YUPEKICHHE BBICIIEr0 06pa3oBaHus
«CBIKTBIBKApCKHi rocy1apcTBeHHBI yHUBepcHTeT uMenH [ IuTupima Copoxkunay

(@I'BOY BO «CT'Y um. [Mutiupuma Copokruay)

HHCTUTYT HETIPEPBIBHOTO 00pa30oBaHus

..—.\ il :

I1.B. Bacuneenr

HomonnurensHas mpodeccHoHaIbHas mporpaMma
npo(ecCHOHAILHON TePenoAroTOBKA
«Opranusanms J0KYMEHTALHOHHOTO 00ecreYeHust yIpaBIeHHs

YYEBHO-TEMATUYECKUWH IJIAH

[lenp: hopmupoBanne Ga30BBIX yMCHHN M HABBIKOB PaGOTHHKOB, OTBEYAIOIIMX 38 JOKYMEHTUPOBaHHE
OCHOBHBIX IIPOLIECCOB U apXUBHOC XPAHEHHE FOPHANYECKH 3HAYUMBIX JIOKYMEHTOB, HO HEe MMEIOIHUX
CIeLHaIbHOTO 00pa3oBaHus M OMbITa PabOTEL ¢ JOKYMEHTaMH; COBEPIICHCTBOBAHHE YMEHHUI B IIpH-
MEHCHHH HOBBIX TEXHOJOTHH JOKYMCHTAIIMOHHOIO 0OECHEeUYEeHHUs YIIPABICHUS W apXHBHOTO JeJla pa-
OOTHHKAMH, HMEIOIIUMH CIEIHANBHOE 00pa30BaHKE HIIH ONBIT PaBOTHI ¢ JOKYMEHTaMHU

®opma 00yUeHH: 0OYHO-3a04HAasl, C TPUMEHSHHEM AUCTAHIIMOHHBIX 00pa30BaTeIBHBIX TEXHOIOTHiT
Kareropus ciymareneif: cexperapu-aIMHHHCTPATOPEI, AEIOIPOU3BOAUTEIH, CEKpeTapu pyKOBOJIMTE-
751, TIOMOIIHHUKH PYKOBOJMTENS, MOKYMCHTOBE/ILI, aJMHHUCTPATHBHO-YIIpaBIeHYeCcKuil nepconan. K
OCBOEHMIO HACTOSIICH IPOrpamMMbl AOTYCKAIOTCA: - JIMIA, UMEIOIHE CpeaHee npodhecCHOHaIbHOE H
(H) BhICIIEE 00pa3oBanue; - JIMIA, MOJydalolie cpeaHee npodeccuonanbioe U (MIH) Bbiciiee 00-
paszoBaHue,

TpynoemrocTh: 250 akaJeMHYECKHX YacOB

Iepuon peanmuzanuu: 2020/ 2021 yueGHBIIH ro

Ne | Haumenosanue Beero, B Tom uncne dopma
n/n | paszesna, TEMBI JacoB Jlex- | TlpaxkTn- | 3aHATHA Camo- [lpakti- | KOHTpOIISI
HUH YCCKHE H C HucC- CTOA- Ka
nadopa- MoJTh30- TeJIbHasl (craxku-
TOPHEIE BaHUEM pabota poBKa)
3aHATHS JOT
1. | [IpaBoBoe obecrie- 16 10 4 - 2 - 3a4eT

yeHue npodeccuo-
HaJIBHOH NeATeILHO-
CTH

1.1. | OcHOBHI rpaXkIaH- 2 2 - - - - -
CKOTO IIpaBa (BHbI
JIOTOBOPOB, odepTa,
aKIeNT, JOBEPEH-
HOCTB, IIPOTOKOJI)




/11

Hanmenosanue
paznena, TeMBI

Beero,
JacoB

B ToMm uncrte

Jlek-
LMK

[MpakTu-
YECKHE 1
nabopa-
TOpHBIE
3aHATHS

3aHATHA
C HC-

MoJ1b30-

BaHHUEM
0T

Camo-
cTos-
TeJbHaA
paboTa

[TpaxTu-
Ka
(cTaxu-
poRka)

@opma
KOHTPOJIA

Lo

OcHOBBI TPY/10BOIO
npagsa

2

1.3,

OCHOBBI aIMUHH-
CTPaTHBHOTO TIpaBa

1.4.

OcHoBbl HHpOPMAa-
ITMOHHOTO ITpaBa

L5

OcHOBBI 3aKOHO/1A-
TENbCTBA O 3AIIHTE
[IepCOHAIBHBIX 1aH-
HEBIX

HopMmaruBHOE M Me-
Toayeckoe odecre-
yeHue padoTHI ¢ J0-
KYMEHTaMH

10

3a4eT

2.1.

Hopmarusnas u me-
Tojyueckas 6asa
opraHu3aiuu pado-
Thl ¢ JOKYMEHTaMHU

2.2,

JlokansHbIe MpaBo-
BBIE aKThl OpraHu3a-
1M1, pETJIaMEHTH-
pYIOILHE AEIOIPO-
M3BOJCTBO

OCHOBBI JIOKYMEH-
TOBEIACHHUSA

32

18

OK3aMEH

JIOKYMEHT, ero nmpu-
3HaKH, QYHKIIHN U
CIIOCOOBI TOKYMEH-
THPOBAHUS

PeKBHU3HTEI IOKY-
MEHTa

3.3

Opraumaunonﬁo—
IIpaBoBad JOKYMCH-
Talust

3.4.

PacniopsiurensHas
JIOKyMEHTaUMs

s

CnpagouHo-
nH(popMaIMOHHAs
JIOKYMEHTAIUs

Opranuzauus 1 Tex-
HOJIOTHSI IOKYMEH-
TaIMOHHOTO 00ec-
IeYeHHus yrpasJe-
HHA

28

10

14

9K3aMEH

4.1.

Opranuzanus ciyx-
OBl TOKyMEHTaIH-
OHHOro obecrneue-
HHsl YIIPaBJIEHHS




No
/11

HaumMenosauue
paszena, TeMBI

Bcero,
JacoB

B Tom uncne

Jlek-
LU

[IpakTn-
YeCKHe
nabopa-
TOPHBIE
38HATHA

3aHATHA
C HUC-

ITOJIB30~-
BaHHEM
JOT

Camo-
cTos-
TEJIbHasA
pabora

[pakTu-
Ka
(cTamn-
POBKa)

®opMma
KOHTPOJIs1

4.2.

Oprannzanust 10Ky-
MeHTooOopoTa

2

4

4.3,

Perucrpauus goky-
MEHTOB H OpraHu3a-
(U CIIPABOYHO-
HH()OPMAIHOHHOMI
CHCTEMBI

¥

4.4.

Konrpous 3a cpoka-
MH HCIIOJIHEHHS JI0-
KYMEHTOB

4.5.

Opranuzanms jeio-
IPOU3BO/ICTBRA I10
o0palleHHsIM rpask-
Jan

HUudopmanmronnsle
TEXHOJOI'HH B IIPO-
(beccnonanbHOI Je-
SITETLHOCTH

16

3a4eT

5.1

bazoBsle 0CHOBBI
UH(pOpPMAaTHKH,
CTPYKTYpPHOE T10-
cTpoeHue uHpopma-
[IUOHHBIX CHCTEM U
ocobennoctu pabo-
TBI C HUMH

3.2

Bo3MokHOCTH paboThl
CIIC KoncynbTant-
[Tnroc

5.3

DIIeKTPOHHBIIT ap-
XHB

5.4.

ABTOMaTH3aIHS JO-
KyMeHTO0OOopoTa

5.5,

Cospementble CH-
CTEMBI JICKTPOHHO-
ro JOKYMEHTO0000-
pora

ABTOMAaTH3AIIH
[OJArOTOBKH yIIpaB-
JIEHYECKHX JIOKY-
MEHTOB

14

10

3a4eT

Bl

ABTOMaTH3AIHS
COCTABJIEHHYA U M3-
TOTOBJICHUS TE€KCTO-
BbIX JJIOKYMEHTOB

6.2.

CpezncrBa cocraBne-
HHSI, KOITUPOBAHUS U
nepeayH JIOKyMeH-
TOB




No
/o

Haumenosanue
paszena, TeMbI

Bcero,
yacoB

B ToMm uncne

Jlek-
MU

[IpaxTi-
YECKHE 1
nabopa-
TOpHBIE
3dHATHA

3auarus
C uc-

MoJb30-
BaHHEM
00T

Camo-
cTOS-
TelbHAas
pafora

[IpakTi-
Ka
(cTaxu-
poBKa)

dopma
KOHTPOJIS

6.3.

BozmoxHocTH pado-
ThI ¢ O(DMCHBIMH
nporpaMmmamMu H
ICKTPOHHOMH MOY-
TOH

4

Kanposoe nenomnpo-
H3BOJCTBO

12

3a4eT

Teils

JlokymMeHTHpOBaHHE
TPYJOBBIX OTHOIIIE-
HHUH

ol

Texnonoruu co3aa-
HUS, 00paboTKH U
XpaHEeHHS KaIPOBBIX
JIOKYMEHTOB

KoudunenuuansHoe
IETOMPOU3BOICTRO
u 3aimra uadopma-
A

10

3a4eT

8.1.

OcHoBHEIE Tpebdo-
BaHUs HH(OpPMALH-
OHHOI Oe3omacHo-
CTH

3.2.

Crneunduka paboThI
¢ JIOKYMEHTaMH
OI'paHUYEHHOro J10-
cTyna

MeTo/ib! 3alHThI
JIOKYMEHTaIIbHOMH
uHpopMaIiu

,[Lenona.q JIMHT'BH-
CTHKa

10

3ayeT

2.1

Tpeboranus
CTPYKTYpE TeKCTa
JOKYMCHTA H 0CO-
DEHHOCTH S3BIKOBLIX
CpesICTB

10

10.

OcHoBBI dpXHUBOBEC-
JEHUS

3a4deT

10.1.

Hopmarueno-
METOIUYECKOE
obecrieyenue ap-
XHMBHOTO JIc/Ia

10.2

Opranuszanus q0Ky-
MEHTOB APXHUBHOI'O
¢onna PO




/o

HanmMenopanue
pasjeia, TEMBI

Bceero,
YacoB

B tom uncie

Jlek-
LHH

[MpakTu-
HECKHE H
nabopa-
TOPHbIE
3AHATHS

3auarus
C HC-

MobL30-

BaHHEM
JOT

Camo-
CTOA-
TeJIbHast
pabora

[IpakTu-
Ka
(cTaxu-
pOBKa)

=l
dopma
KOHTPOJIst

10.3.

ABTOMAaTH3a1Us pa-
00THI apxuBa. Ap-
XMBHOE XpaHeHHe
3JIEKTPOHHEIX JIOKY-
MEHTOB

Ll

Opranuzanus Texy-
IIEro XpaHeHHs J0-
KYMEHTOB

16

IK3aMCH

11,1,

Vuér u obecnieucuue
COXPAHHOCTH JIOKY-
MEHTOB apXHBa

11.2.

Cucremaruzanus u
obecneuenue co-
XPaHHOCTH JOKY-
MEHTOB

11.3.

Homenkiarypa jgen

8]

11.4.

®DopmupoBaHue J10-
KYMEHTOB B Jielia

LS

Hcnonp3oBanue J10-
KYMEHTOB M3 chop-
MHPOBAHHBIX JEJ

12,

Opranusarus
00paboTKu J1em s
0CJIe1YIONIero
XpaHeHus

16

DK3aMeH

12.1.

VYuéT u obecriedeHue
COXPaHHOCTH JIOKY-
MEHTOB apXHBa

12.2,

DKcrepTH3a HeHHO-
CTH JOKYMEHTORB

12.3.

O6paboTka u 11oJ-
Hoe oopmiteHue
JIeNl IIpY Tiepejiaye
Ha apXUBHOE XpaHe-
HHE

12.4.

Cocrapiienne
odopMIcHHE ONUCEH
iC))

12,3,

CoBpemennas opra-
HU3ALHs BeJIOM-
CTBEHHBIX apPXHBOB

3.

MenemkMedT
OpraHu3alHu

12

3a4eT

13.1.

OpranuzatmoHHbIe
OTHOLIEHHS B CH-
CTEME MEHEIKMEHTA




Ne | HaumeHoBaHue Bcero, B tom uucie Dopma
n/nn | paszmena, TeMbI yacos | Jlex- | Ilpaktu- | 3amstus | Camo- | Tlpakti- | KOHTpOIA
11K YECKHE H C HC- CTOs- Ka
nadbopa- M0JIL30- TeJbHas | (cTawH-
TOpHbIE BaHMEM paboTa poBKa)
3AHATHA JOT
13.2. | DTuKa Ae0BOro 3 1 2 B - - -
o01IeHUs
13.3. | YupaBineHue KoH- 3 1 2 - - - -
¢mkTamMu B opra-
HU3AIIHH
13.4. | YnpaeneHue BpeMe- 3 1 2 - - - -
HEeM
14. | IIpakTuka 48 - - - - 48 g de-
pEeHLIUPO-
BaHHBbIH
3a4eT
Beero 246 74 76 48 48 -
Hrorosas arrecta- - - - - - - MEJKIHC-
st [UTLTH-
HaAPHBIH
9K3aMEeH
Hroro 250 74 76 - 48 48 4
HupekTop E.IO. Hocaib




