AHHOTanMs K padoueii mnporpaMMe TUCHUIINHBI
«JlokyMeHTaIMOHHOE 00ecneyeHne roOCyIapCTBEHHOT0 1 MYHUIIUTIAJIBHOT O

ylpaBJIeHUS»

VYyebnnlii Kypc «JlokymeHTalmoHHOEe o0OecreueHrne rocyJlapCTBEHHOTO U
MYHUIIUNIATBHOTO YIIPaBIEHUS» MPeIHAa3HAuYCH JIs1 OaKkalaBpoB, O0OYYaAIOIIMXCS 110
HanpasneHuto noaroroBku 38.03.02 Menemxment, mpoduins «['ocynapcTBeHHOE U
MYHULIUIAIBHOE YIIPABICHUEY.

JucuuminHa «JlokyMeHTallMOHHOE OO0ECIEeUeHHEe TOCYIapCTBEHHOTO U
MYHHUIMIATBHOTO YIPABJICHHS» BKJIIOYEHA B COCTaB BapHATUBHOM 4YacTH OJIOKa
«JIMCTIUTUTIHBI (MOJTYITH).

OOrmast TPyIOEMKOCTh AWCIUIUIMHBI COCTaBIIsIeT S 3aueTHhIX emuawmil, 180
4acoB. YYeOHBIM IUTAHOM TIPEIYCMOTPEHBI JIeKIUOHHbIe 3aHsATHs (36 dwacos),
npaktuueckue 3anatus (36 gaca, B Tom unciie MAO 18 dacoB), camocTosiTebHas
paborta cryaentoB (108 wacoB, B TOM 4uciie KOHTPOJb 36 4acoB). JlucuurumHa
peanusyercss Ha 3 Kypce B 6 cemectpe. @opma KOHTpOJIA MO JAUCHUIUIMHE:
DK3aMEH.

HucuunnuHa «JlokyMeHTallMOHHOEe OOecneuYeHrne TroCyJapCTBEHHOTO U
MYHUIMIIATBHOTO YIIPABJIEHUS» OCHOBBIBAECTCS HA 3HAHUSAX, YMEHMSIX U HaBbIKaX,
MOJIYYEHHBIX B pe3yJbTare W3y4eHUs JIUCHMIUIMH «OCHOBBI IPOEKTHOU
NeATENbHOCTH», «PUTOpHKA M akageMHYeCKOe MUChMO» U MO3BOJISET MOATOTOBHUTH
CTYyJIEHTOB K OCBOCHHMIO psfd TAKUX TUCLMUIUIMH, KaKk «OpraHuzanysi MpeaoCTaBICHUs
rOCYJJApCTBEHHBIX (MYyHUIMIIANIBHBIX) yCIyD», «l 0CyAapCTBEHHOE aHTUKPU3HCHOE
YIIPaBJIEHHEY, «PErMOHAIBHOE TITAHUPOBAHUE U PA3BUTHEY.

ConepxaHve AUCUUIUIMHBI COCTOMT W3 3 pa3lelioB M OXBaThIBAET
CHEAYIOLINN KPYT BOIPOCOB!

1. Teopernueckne OCHOBBI JEIONPOU3BOACTBA: MPEAMET, LIEIU U 3a0a4M
nenonpou3BoAcTBa.  OCHOBHbIE — TOHSTHS, TEPMUHBI W OMpeAeNCHUs
nenonpousBozcTBa. [lonsarus «undopmanus» u «1okyMeHT». CBsi3b nHpOpManuu

N OOKYMCHTA. Poinnb I/IH(l)OpMaLII/II/I B COIMAJIBHBIX M O9KOHOMHYCCKHUX IIpOIECCax.



Nudopmanus Kak OCHOBa TMPHUHSTHS YIPABICHYECKOTO pEIIEHUS B cdepe
TrOCyIapCTBEHHOT0 M MYHULUMMNAIbHOTO  ympaBineHusa.  Kiaccudukammm
JOKyMEHTOB. DYHKIIMU TOCTOSHHO JACUCTBYIOIIME U (PYHKIIMU OIEpaTUBHBIC.
[TonmupyHKIIMOHANEHOCTh ~ JOKYMEHTa B cdepe  TOCyAapCTBEHHOTO U
MYHUIIUTIATBHOTO YIIPABICHUS.

2. CoBpeMeHHOE TOCYyJIapCTBEHHOE peryjJHpoBaHHe B  00JiacTu
JEJ0NPOU3BOCTBA! KiIaccuukanys  3aKOHOJATENbHBIX,  HOPMAaTUBHBIX,
METOJMYECKMX MaTepHualioB, KacaroUuIMXcs BOMPOCOB JTOKYMEHTHUPOBAHHS U
opraHu3andd paboTel € JOKyMeHTamH. IIpaBoBbie npoOIEMBI JTOKYMEHTa B
YCJIOBUSIX Pa3BUTUS aBTOMATU3UPOBAHHBIX HMH(POPMAIMOHHBIX CUCTEM W
0e370KyMeHTHOr0 oOMmeHa uHpopmammelr B cdepe TOoCyAapCTBEHHOTO U
myHununansHoro ympasienus. 'OCT P 6.30-2003 «YCH. YCOP/. TpeboBanus
K O0(OpPMIICHHIO JIOKYMEHTOB» M  HM3MEHEHHUA K HeMy. PeKBU3HTHI,
periiaMmeHTupyembie rocynapctBeHHbM crangaptoM. ['OCT P 7.0.8-2013.Cuctema
CTaHAAPTOB MO HHPOpMALMH, OUOIMOTEYHOMY U U3ATEIbCKOMY JIEIy.
JICJIONIPOU3BOJICTBO M apXMBHOE Jies10. TepMuHBI U onpeaenenus. 'OCT P MCO
15489-1 - 2007 Cuctema craHmapToB Mo HHpOpMaIHH, OHOIMOTEYHOMY U
U3JATeNIbCKOMY  Jlely. YmpaBieHue JaokymMeHTamu. OOmue TpeOoBaHU.
Crpykrypa cTaHaapToB. Bo0O3MOXHOCTP NPaKTHUYECKOTO HCIOJIb30BaHUSA B
COBPEMEHHBIX ycloBUsIX. OPopMiieHne ynpaBiIeHUYECKOW TOKYMEHTalUuu B cdepe
rOCyJJapCTBEHHOTO M MYHHUIIMIAIBHOTO YIMPABJICHUSA: CTHJIMCTHUKA JOKYMEHTOB,
pEIaKTUPOBAaHUE U  TpaBKa  CIYXKEOHBIX JIOKYMEHTOB, XapaKTEPUCTUKH
JIOKYMEHTOB, TpeOOBaHuUsl, crienuduka.

3. Opranmzamusi paboTbl C JOKyMEHTaMH B TOCYJapCTBEHHOM U
MYHULIMIAIBHOM  YIIPaBJICHUHM. OTanbl W TOPSJOK JBWXKCHUS JOKYMEHTOB.
[IpaBuna opranmzanuu pabOThl ¢ BHYTPEHHUMH JOKYMEHTaMH. Y4eT oObema
JOKyMeHTOoOOOopoTa. Perucrpamnusi JOKyMEHTOB - COCTaBHas 4acTh TEXHOJIOTHH
opraHu3aiuyd paboThl ¢ JOoKyMeHTamu. [IoHsATHE «HOMEHKIATypa Aei», «JIeJoM.

[Tpu3naku 3aBenenus jen. HopMaTHBHO-METOAUUECKUE U TEOPETUUYECKUE OCHOBBI



MPOBEJCHUS SKCIEPTU3bl LIEHHOCTH JOKYMeHTOB. [IpoOnema mpaBoBOro pexxuma
JIOKYMEHTA, CO3/IaHHOTO B 3JIEKTPOHHOM (hopme.

Heabro wu3yueHus AUCHUIUIMHBL «JlOKyMEHTallMOHHOE oOOecredyeHue
rOCyJapCTBEHHOT0 W MYHUUMIAIBHOTO YIPABICHUS» SIBISIETCS  YCBOEHHE
CTYJIEHTAaMU TEOPETHUYECKUX 3HAaHWM, (OPMHUPOBAHME YMEHMA M TPAKTUYECKUX
HaBBIKOB B 00JIACTH JOKYMEHTAI[MOHHOTO OO0ECHEYeHHUs] TOCYIapCTBEHHOIO U
MYHULUMIAIBHOTO YNPABIECHUS, KOTOpPbIE NOMOTrYT OyAylIEMYy CHELHUATUCTy B
pelIeHUN BOPOCOB, CBSA3aHHBIX C UX MPO(ECCHOHATBHOMN eI TEIbHOCTHIO.

3agaum JIMCUMINVINHBL:

e I3yYCHHE TEOPETUKO-OPraHNU3alMOHHBIX U IIPaBOBBIX OCHOB
JEJIONPOU3BOCTBA;

e00yueHUE CTYJICHTOB METO/IaM U Ipuemam OpraHu3anuu
JEJONPOU3BOACTBA B  CHUCTEME TOCYJAapCTBEHHOT0 M  MYHHUIMIAIBHOIO
yIpaBJICHUS;

®I3y4YE€HHE OCHOBHBIX XaPAaKTEPUCTHUK YIIPABICHYECKUX JTOKYMEHTOB;

®pa3BUTHE HABBIKOB OG(OPMIICHUS M aHalu3a JOKYMEHTa B CHUCTEME
roCyJapCTBEHHOIO M MYHULIUITAJIbHOTO YIPABIICHHUS.

Jljig ycrienmHoro u3y4eHusi AMCUUIUINHBI «JloKyMeHTannoHHoe o0ecriedeHme
rOCyAapCTBEHHOTO M MYHHUIMIAJIBHOTO YIMPABJICHUS» Y OOy4YarOMIMXCA JOJHKHBI
OBITh CPOPMUPOBAHBI CIEYIOIINE MTPEABAPUTEIBHBIE KOMIIETEHIIUU:

®CIIOCOOHOCTh K  CaMOCOBEPIICHCTBOBAHUIO M  CaMOPA3BUTUIO B
npodeccuoHanbHOM cdepe, K MOBBILIEHUIO 00IIEKYIbTYPHOIO YPOBHS;

®rOTOBHOCTh ~ MHTETPUPOBATBCS B HAYYHOE, o0Opa3oBaTenbHOE,
SKOHOMHYECKOE, MOJUTHYECKOE U KyJIbTypHOE npocTtpancTtBo Poccun u ATP;

®CIIOCOOHOCTh TMPOSIBIATH WHULMATHUBY M MPUHUMAaThb OTBETCTBEHHBIE
pelieHusi, 0co3HaBasi OTBETCTBEHHOCTb 3a PE3YJbTAThl CBOEH MpodhecCHOHANbHON
NEeATEIbHOCTH;

®CIIOCOOHOCTh TBOPYECKH BOCIPHUHUMATH U HCIOJNb30BAaTh JOCTHUKECHHUS

HAyKH, TEXHUKH B NpodeccuoHanbHOi cdhepe B COOTBETCTBUU C MOTPEOHOCTIMU

PETMOHAIBHOTO U MUPOBOTO PBIHKA TPYAQ;



®CIIOCOOHOCTh HCTIOJIB30BaTh COBPEMEHHBIE METOJBI M TEXHOJIOTHH (B TOM
yuciie ”HPOPMAIMOHHEIE) B TPO(ECcCHOHANBHOM 1eATeIbHOCTH;

®CII0COOHOCTH MMOHUMATh, UCIOJIb30BaTh, TOPOKIATh U TPAMOTHO M3J1araTh
WHHOBAIIMOHHBIC HJEH Ha PYCCKOM SI3BIKE B PACCYKICHUSAX, ITyOJIMKAIMSIX,
OOIIECTBEHHBIX JUCKYCCHUSAX;

® CII0COOHOCTD HUCIIOJIB30BATh OCHOBBI SKOHOMHUYECKUX 3HAHUN B PA3TUYHBIX
cdepax nesaTeIbHOCTH;

®CIIOCOOHOCTh HCIOJB30BaTh OCHOBBI TPABOBBIX 3HAHUW B Pa3IUIHBIX
cdepax nesaTeTbHOCTH.

B pesynpraTe uW3ydeHUs JaHHOM AUCIHUIUIMHBL Yy  OOYYaroIIMXCS
dbopmupyroTca cieaypmme oomenpodeccuoHanbHbie U IpodeccuoHaIbHbIE

KOMIETEHIIUU (3JIEMEHTHI KOMITETEHIUM):

Kon u ¢popmynupoBka Jranbl GOPMUPOBAHUS KOMIIETEHIIUM
KOMIeTeHIInI
[1K-18 BnageHne HaBBIKAMHU 3Haer 3aKOHOJIATENbHBIC aKThl 1 HOPMAaTHBHO-METOJMYECKHE
On3HEeC-TIIaHNPOBAHUS JOKYMEHTBHI TI0 IOKYMEHTHPOBAHUIO JCATEILHOCTH U
CO3JJaHUS 1 Pa3BUTHS HOBBIX OpraHM3aIy paboThl C JOKYMEHTaMH IrOCYAapPCTBEHHBIX
opraHM3alyii (HarnpaBICHUH opraHoB P®; 0cOOCHHOCTH HOPMAaTHBHOTO PETYJIUPOBAHUS
JCATCIBHOCTH, HpO)lyKTOB) JOKYMCHTAIUOHHOT'O o6ecnequHﬂ JACATCIbHOCTH OPraHoOB

TOCYyAapCTBEHHOI'O U MYHUITUTIAJIBHOTO YIIPABJICHUSA
0COOCHHOCTH JOKYMCHTUPOBAHUSA ACATCIBHOCTU U
OpraHu3aIiy paboThl C JOKyMEHTaMH T'OCYIapCTBEHHBIX
opranoB Poccuiickoit ®enepanuu

Ymeer aHAIM3UPOBATH IPOLECCHl JOKYMEHTUPOBAHUS U OpraHU3alnN
paboTHI C JOKyMEHTaMH OPTraHOB I'OCYAAapPCTBEHHOTO U
MYHHUIUIAIBHOTO YIpPaBIeHHS; (OPMYITHPOBATH NPEIOKEHHS
10 UX COBEPIICHCTBOBAHUIO

Bnaz[eeT MCTOZAaMM aHaJIn3a COCTOAHUA NJOKYMCHTUPOBAHUSA U
OpraHu3anuu pa6OTLI C JOKYMCHTaMU OpraHoB
roCy1apCTBEHHOI'O YIPABJICHUS; METOJAMH aHajIM3a COCTOSIHUS
JAOKYMCEHTHUPOBAHUA U OpraHru3aliumu pa6OTLI C JOKYMCHTaMU
OpPraHoOB IroCyJapCTBEHHOI'O YIIPABJIICHU

Jliist hopMupoBaHUS BBINIEYKAa3aHHBIX KOMIIETEHIIMN B paMKaX JUCIUTITAHBI
«JloKyMeHTallMOHHOE OO0ECIEUYeHUE TOCYJIapCTBEHHOIO W MYHUIUIAIBHOTO
YIOPABJICHHS» TMPUMEHSIOTCS CIEAYIONME METOAbl aKTHBHOTO/WHTEPAKTUBHOTO
oOy4eHus: KpyIJIbIA CTOJI, CEMHUHAp, METOA JUCKYCCHM, JeJjioBas WIpa,

CUTYAIIMOHHBIC 3aa4YU.



