AHHOTANUA .
muctumnHel « JOKYMEHTOBE/JIEHUE U IEJIOBOU JOKYMEHTOOBOPOT»

O0beM TPYA0eMKOCTH: 2 3aueTHbIC eAuHUIbI ( 72 yaca), U3 HUX — KOHTAakKT 8,2 uvaca:
JEKIMOHHBIX 4 4ac., mpakTuieckux 4 vac.; 60 gacoB camocrostenpHOM padboTel; MKP 0,2 gaca,
KOHTpoJIb —3,8 yaca.

Ieap TMCHMILIAHBI .
OBnageHny o0y4yaroIMMHUC OCHOBAMH OpraHU3aluy padoThl ¢ JOKyMEHTaMU
(TOKYMEHTOOOO0POT) ¥ MPUMEHEHHE TIOTYYCHHBIX 3HAHUN B TEOPETHUECKON U MPAKTHUECKON
JeSITEILHOCTH B COBPEMEHHBIX MPEANPHUATUSAX MIPH OPTaHU3aLUHU TOKyMEHTO000poTa.

3agauu IMCHUIIHHBI: 03HAKOMJIEHHE C COBPEMEHHBIMU U KJIACCUYECKMMU KOHIETIIUSIMU
JIOKYMEHTOBE/ICHUs; YIIyOJeHHe 3HaHUW B OOJACTH OCYILECTBJIEHUS JOKYMEHTALMOHHOTO
obecrieueHns YIpaBICHUECKON AEATENIbHOCTH, INPUOOpPETEHHE CIIOCOOHOCTH IOArOTaBIMBAThH
UCXO/HBbIE  JlaHHBIE, HEOOXOoAWMBIE  JUII  pacyera  SKOHOMHYECKHUX  IOKa3aTesei,
XapaKTEpU3YIOIIUX AESTEIbHOCTD X035 ICTBYIOIUX CYOBEKTOB.

Mecto nucuumiaunbl B ctpykrype OOII BO

JucuuiuinHa «JlOKyMEHTOBEJJEHHE U JIeIOBOW JOKYMEHTOOOOPOT» OTHOCHUTCSA K
00s3aTeNbHBIM  JIUCUMIUIMHAM BapuaTUBHOM uactu ywyebHoro 1wiana @OI'OC BO 1o
crenranbHOCTH 38.05.01 DKoHOMMYECKas 0€3011aCHOCTb., CIICUATU3AIHS DKOHOMHKO-TIPAaBOBOE
o0ecrieyeHre SKOHOMUYECKoi Oe3omacHocTH. [Ipeanasnayena st cnenuanuctos 3 Kypca 300
(6 cemectp).

[Tonmy4yeHHble TpU W3yYEHUH AUCUUIUIMHBI 3HAHHUS UCHOIB3YIOTCS Uil (POPMHUPOBAHUS Y
oOyyaromuxcst  (yHIAMEHTAIBHBIX W NPUKIAJHBIE 3HAHUKH B 0OJACTH JOKYMEHTAIHOHHOTO
oOecrieueHUs yIpaBieHUs] JESITENbHOCTbIO OpraHM3alMil W TEXHOJOTMH OpraHu3aluu
JIOKYMEHTO000poTa Ha npennpuatusx. [Iporpamma paccuntana Ha MOATOTOBKY CIIELUATMCTOB B
cUcCTeMe  CTylneH4yaroro  oOpa3oBaHuUs M MpeArnoiaraeT  U3yyeHHe  JAUCHUIUIMHBI
«JlokyMeHTOBeIeHUE U JeT0BOI TOKYMEHTOOOOPOT» COBMECTHO € IPYTMMHU JUCHUIUIMHAMM.

TpeGoBanus K YyPOBHIO OCBOCHHS JUCIHIIJIMHBI
N3yuenne nanHoW y4eOHOW NUCIMIUIMHBI HaIpaBieHO Ha (opMupoBaHHE Yy OO0YYaIOIIUXCS
npodeccuonanpubix komnerenuuii: [1K-1; TTK-44.

No HNunexc Conepxanue B pesynbrare nuzyduenust yueOHON AUCIUTUITMHBI

- ;I KOMIICT KOMIICTCHIINHU (I/IJ'II/I 06yqa10m1/1ec;1 JOJI?KHBI

7 eHnuu e€ yactu) 3HATh YMETh BJIaJIETh

1. TIK-1 CMOCOOHOCTHIO HOPMaTUBHO- MOATOTOBUTH HaBbIKaMU  cOopa,
IoAroTaBJIMBATHh METOANYCCKYIO HUCXOOHBIC JAaHHBIC, aHaJIu3a u
HCXOJIHBIC JaHHEIE, | 6a3y HCTIONB3YS 00paboTkn
HEO00XO/IMMBbIe JUIsL | JIeNIONPOM3BOJICTBA, | TOKYMEHTOOOOPOT | JIOKYMEHTOO0OpOTa,
pacdeTa SKOHOMHUYECKUX | HEOOXOMUMYIO IS | XO3SHCTBYIOIMIETO HEOOX0ANMOro st
MoKasareJieH, pacuera CcyOBeKTa, Ui | pacuera
XapaKTePU3YIOIIUX 9KOHOMHUYECKHX pacdera 9KOHOMHYECKHX
JIESITeTbHOCTD moKazareyieu; HKOHOMHYECKUX MoKa3aTene
XO3SIACTBYFOIIUX JIOKyMEHTOOOOpOT | MOKa3aTeJeH. XO035HCTBYIOIIEr0
CyOBEKTOB B XO3SIHCTBYIOILIEM CyOBeKTa.

cyOnekTe.

2. [IK-44 | cnocoOGHOCTBIO TEXHOJIOTUHU BBITIOJTHATh HaBbIKAMU :
OCYIIECTBIISITh JIOKYMEHTAI[HIOHHO | KJIFOYEBbIC JIOKYMECHTAIHOHHOT
JOKYMEHTAIUOHHOEC To o0ecrieueHus TEXHOJIOTHYCCKHEC 0 o0ecreyeHus
obecrieyeHue ynpaBnqueCKoﬁ ornepannu mpu YIpaBJICHUS,

JIESITEIbHOCTH. pabore ¢ odopmieHUs




Ne Nupekc Conepxanue B pesynbrare u3ydeHnus: yaeOHOW AUCHUIUINHBI
I r_[ KOMITET | KOMITETeHIUH (MJIH oOyyJarontuecst JOJKHBI
| eHnuu e€ JacTu) 3HATh yYMeTh BJIAaJ€eTh
praBJ’IeH‘-IeCKOI‘/II JAOKYMCHTaMU, OpraHn3aloOHHO-
JACATCIIBHOCTH obecrieunBas pacrnopAauTECIbHBIX
YIIPaBIECHYECKYIO JIOKyMEHTOB,
IEATENLHOCTD. KaZpoBOH
AOKYMEHTalIWH, a
TAK)KX€ OpraHnu3ann
JIOKYMEHTO0000pOTa
B XO3SIICTBYIOILEM
cyOBeKTe.
OcHoBHBIE pa3eabl IMCHUILINHBI:
KonunuectBo yacos
Bueayaut
AynutopHas YA
Ne HaumenoBanue paznenon B aGoTa opHas
cero p pa6ota
JI | 113 JIP CPC
1 2 3 4 5 6 7
1. |[okymeHTOBeICHHE 34| 2 2 - 30
2.  |[enoBoii 10OKyMEHTOOOOPOT 34 | 2 2 - 30
Hmoeo no oucyuniune: 68 | 4 4 - 60

[Tpumeuanue: JI — nekmuwm, 113 — mpaktudeckue 3aHatus / cemuHapbl, JIP — maGopaTopHbie
3anatus, CPC — camocrosiTenbHas paboTa cTyieHTa

JlabopaTopHBIH NPAKTHKYM: HE IPEAYCMOTPEH.
KypcoBbie padoThl: HE IPETYCMOTPEHBI
®opma npoBeJeHUs ATTECTALUH M0 JUCUHUIIMHE: 3a4eT

OcHoBHasi iMTEpaTypa:

['punbepr, A.C. JokymenTtanimonHoe obecrieuenue yrpasienus : yueOnuk / A.C. I'punbepr,
H.H. I'op6aués, O.A. Myxametmuna. - Mocksa :FOuutu-Jlana, 2015. - 391 c. : ta6x., rpad., un.,
cxembl - bubnumorp.: ¢. 382-383. - ISBN 978-5-238-01770-9 ; To xe [DnekTpoHHbIi pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=115031 (02.03.2018).

OpraHu3anys 1 TEXHOJIOTHs JOKYMEHTAIIMOHHOTO 00eCreueHus yIpaBiIeHus : JIEKTPOHHOE
yaeOHoe nmocobue / MunuctepcTBo oopasoBanus u Hayku Poccutickoit @enepanuu, GenepanpHoe
roCyJapCTBEHHOE  OO/DKETHOE  00pa30oBaTeNbHOE  YUPEXKJIEHHE BBICIIEro  00pa3oBaHMs
«KeMepoBCKkMil TOCYZapCTBEHHBIM YHHUBEPCHUTET», HWHCTUTYT HCTOpHHM, TOCYJIapCTBEHHOI'O
yIIpaBJICHUS U MEXITYHAPOIHBIX OTHOLIEHUH U Jip. - Kemeposo : KemepoBckuii rocyapcTBeHHBIH
yHuBepcuret, 2017. - 478 c. - bubmuorp. B kabubmmorp.: c. . - ISBN 978-5-8353-2149-0 ; To xe
[DnekTponnbiii  pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=481592
(02.03.2018).



