AHHOTanuA padoyeil NPOrpaMMbl JUCHHIJIMHBI
b1.B.05.09 «OcHOBBI JOKYMEHTHOI'O ayUTa»

1 Hesm 1 3a1a4M U3yYeHUS] TUCHMILUIMHBI (MOYJIAA)

1.1 Heuan AMCHUILUIMHBI SBIsETCS (POpMUpPOBaHKE 3HAHUN O TEOPETHYECKUX OCHOBAX ayIuTa
U €r0 NPOBEIECHUH B IOKYMEHTOBEACHUN B PA3JINYHBIX OPraHU3aLUIX.

1.2. 3apauu TMCUMIIMHBI:

Teopemuueckas KOMNOHEHMA:

— U3y4YEHHUE TEOPETUUECKUX OCHOB ayJUTa;

— OCBOEHHE NMPHUHIIUIIOB, METOAOB, (YHKIIMI U HHCTPYMEHTAPUS aAyAHUTa;

— c(hOpMHPOBATh y CTYACHTOB CTPOMHYIO CUCTEMY TIPEICTABICHUH 00 ay/IuTe B COBPEMEHHOMN
OpraHH3allNH;

— c(OopMHUPOBATH Y CTYIGHTOB CIIOCOOHOCTH K TNIAHUPOBAHUIO M TPOBEJCHHUIO ayAnTa B cepe
JIOKYMEHTOBE/ICHUS, pa3paboTKe Mep M0 ONTHMH3AIMH JOKYMEHTO000poTa.

lloznasamenvuas komnonenma:

— YMETh UCNOJIb30BaTh METO/IbI IJITAHUPOBAHMSI, OPTraHU3ALMH JJOKYMEHTHOTO ay/IuTa;

— YMETb aHAJTM3UPOBATh JaHHBIE M HHPOPMALIUIO O COCTOSHIH JOKYMEHTAIIHOHHON CUCTEMBI,
npoOJIEeMHBIX CUTYalUsIX B OpraHU3allny;

— BIIQJICTh HAaBBIKAMHU pa3pabOTKa MPOEKTa IMPOBEACHUS ayAWTa M pemeHus npodieM u
npoOJIEMHBIX CUTYyalui.

1.3. MecTo AuCUMIVIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOI MPOrpaMMbl

HuctunnnHa «OCHOBBI JIOKYMEHTHOTO ayAWTa» OTHOCHTCA K 4YacTH, QopMupyemas
YYaCTHHKaMU 0Opa30BaTeNbHBIX OTHOIIEHMH Monayns 5 «OKOHOMUKO-yIpaBIEHYECKUH U
nH(GOPMAITMOHHBI» y4eOHoro rmiaHa. M3ydaercs oHa B ceIbMOM CEMECTpe YETBEPTOro Kypca Ha
OYHOH M 3204HOU (popMax oOyueHus:, u OazupyeTcs Ha 3HAHUSIX, YMEHUSAX U HaBBIKAX, MOJy4YEHHBIX B
X0/ U3YYEHHUS CIAEAYIOUIMX TUCLHUIUIMH: OCHOBBI IPOEKTHOM 1E€ATEIbHOCTH B JOKYMEHTOBEIEHUHU U
apXMBOBEJICHUHU, OPraHU3aLMsl FOCYAAPCTBEHHBIX yUpeKAeHUI B Poccuu, Topust TOKyMEHTa U CUCTEM
JIOKYMEHTAIlH, OPTaHU3alns U TEXHOJIOTUS TOKYMEHTALMOHHOTO 00€eCeYeH s YIIpaBIeHUs, OCHOBbI
JUCKPETHOM MaTeMaTHMKM W ONTUMH3alUM JOKYMEHTONOTOKa, pa3paboTKa HOPMAaTHUBHO —
MeTonu4eckass 0aza JOKYMEHTHOW JEATENbHOCTH B OpraHU3allid, CHUCTEMa JOKYMEHTAIluH
opraHu3anyy, HHHOPMAITMOHHO- TOKYMEHTAIIMOHHOE O0eCTieueHNe TPYIOBBIX OTHOIIEHUH, OCHOBBI
WHGOPMAITMOHHOTO MEHE/DKMEHTA, IOKYMEHTAIlMOHHBIN 1 apXWBHBIM MEHEPKMEHT. B cBOTO o4epenn
oHa o0ecrevynBaeT W3yYE€HHUE OCHOBBI KOHTPOJBHOW MAESITETBHOCTH B JIOKYMEHTOBEACHHU U
ApPXUBOBEICHUH, MTPEITUTUIOMHYIO TIPAKTUKY U TIOJIOTOBKY BBIITYCKHOM KBaTU(PUKAITMOHHOW paOOTHI.

VYyeOnass mnporpamMma  AMCHMIUIMHBL ~ «OCHOBBI ~ TE€OpPUHM  JIOKYMEHTHOTO  ayAuTa»
IpeyCMaTPUBAET MIPOBEACHHUE 3aHATUI B OpME JIEKUUH U IPAKTHUECKUX paboT. OHa MOATrOTOBIEHA
B COOTBETCTBUM TPEOOBAaHUAMM, ITpebsiBIeHHbIMU ¢ TpeOoBaHusIMH PI'OC BO 3++.

JlocTrkeHue 3ToM 1esu CONpOBOKAAETCA POPMUPOBAHUEM 3HAHUM O TEOPETUUECKUX OCHOBAX
ayuTa W €ro MPOBEICHUH B JIOKYMEHTOBEICHHH B OpraHaxX TOCYIapCTBEHHON W MYHHUITUIAIBLHOM
BJIACTH, B KOMMEPYECKMX U HEKOMMEPUECKUX OpraHu3anusx. OCHOBHbIE MOJOXKEHUS AUCLUIUIMHbI
UCTIONB3YIOTCS  KaKk (QYHOAMEHT JUIS W3YYeHHS OCHOB KOHTPOJBHOW JIEATEIHHOCTH B
JIOKYMEHTOBE/ICHUM U AapXMBOBEJIEHUM, a TaKXKEe MPOXOXKACHUN MPaKTUK, KYpCOBBIX padOT U
HANMCAHUU BBIMMYCKHON KBaTH(PUKAIIMOHHONU pabOTHI.

1.4. TpeGoBaHusA K YPOBHIO OCBOCHHS IMCIHUIIHHBI
W3yuenne naHHOl y4eOHOW NMCHIUIUIMHBI HANpaBIeHO HAa (POpPMHUpPOBAHHE y OOYHAIOLIHXCS
CIENYIOINX KOMIIETEHIINN:

KOZI 1 HAMMEHOBAHUEC MHAUKATOpa PeSy.]'II)TaTBI 06yquI/m 110 AUCITUITIINHE

JOCTHXKCHHNS KOMIICTCHIINU

YK 1. Crioco0eH ocyniecTBIATh NONCK, KPUTHYECKHI AaHAJIN3 U CHHTe3 HH(OpManuH,
NPUMEHATh CHCTEMHBIH MOIXO0/ VISl pellleHUs MOCTABJIEHHBIX 32124




NVYK-1.1. OcyuiecTBiger NOUCK
HeoOXoauMon HH(OPMAITIH, OITUPASICH HA
pe3ybTaThl aHaJIM3a MOCTABJICHHOM 3aauu

3HaeT Kak HaiiTh MH(OpMAaLHIO, ONTUPAsICh Ha
pe3yJbTaThl aHAIM3a NOCTABJICHHOM 3aauu.

YMeeT uckatb He0OXOANMYIO HH(POPMAIIHIO, OTTHPAsICh
Ha Pe3yJIbTAThI aHAIN3A MTOCTABICHHON 3a1a4u

Brnageer meTogamu noucka HeoOXOAMMON HHpOpMALIUU

PeCYpPCOB U OrpaHuYeHui

YK 2. CnocodeH onpeesiTe KpPYr 3a1ay B paMKaxX NOCTABJIEHHOI 1[eJ14 U BLIOUPATH
ONTUMAJbHBIE CIIOCOOBI UX PellleHUs], HCXO0AA U3 AeiiCTBYIOIIMX MPABOBBLIX HOPM, MM EIOLIHUXCS

NVYK 2.1. [TornmaeT CynHOCTh MPaBOBBIX
HOPM, LIEJIU U 33724l HOPMATUBHBIX
MIPaBOBBIX aKTOB

3HaeT ¥ MOHUMAET IPUHIIUITEI TPOBEICHUS
JTOKYMEHTHOTO ayJINTa, KaK MPOEKTa.

YMeer Ha3BaTh 3Talbl JOKYMEHTHOTO ayAUTa U
PacKpBITh UX COAEpKAHHE.

HMMeeT HaBBIK IMPaBOBLIX HOPM, LICIIU U 3aJa41
HOPMATHUBHBIX ITPABOBEIX dKTOB.

NYK 2.2. OcymecTBiseT IOnucK
HE00X0IMMOM TIPaBOBOM MH(MOPMAITUH IS
penreHns mpoeCCHOHANBHBIX 3a7a4

3HaeT nepeyeHb MEPOIPUATHH JOKYMEHTHOTO ayIUTa,
BKJIIOYAEMBIX B IIPOIPaMMYy JNEUCTBUIA.

BrageeT o1ieHKOM JOKyMEHTHBIX PUCKOB B
OpraHW3aIlHH.

NmeeT HaBBIK TOWCKA HEOOXOAMMO TIPAaBOBOU
WHQOPMAIUK ISl pelieHHsI TPodecCHOHANBHBIX 3314

IIK 4. Cnioco6eH ocyiecTBJISITh PpAa00ThI 110 NPOCKTUPOBAHUIO U BHEJAPEHUIO CHCTEMbI
3J1eKTPOHHOI'0 JOKYMEHT0000poTa B chepe 10KYMEHTALMOHHOIO YIIPABJIEHUs OPraHu3anuu

HUIIK 4.1. YyactByeT B paboTe 1Mo
MPOEKTUPOBAHHIO M BHEPEHUIO CHCTEMBI
AIIEKTPOHHOTO TIOKYMEHT0000poTa B cepe
AOKYMCHTAIMOHHOI'O YIIPABJICHUA
OpTaHu3aIun

3HaeT MEeTObl aHAJIN3a COCTOSHUS CHCTEMBI
JOKYMEHTAIIMOHHOTO 00eCIIeYeHUs YIIPaBICHUS
OpraHu3alMy ¥ IOHUMAET UX COACpKaHME.

BnaaeeT KpUTEPpUAMU U ITOKA3ATCIIAMU OLICHKH
COCTOSIHHA CUCTEMbI JOKYMCHTAIIUOHHOT'O obecneyeHus
YHpaBJICHUS OpraHru3aluu

Hmeet HaBBIKK pabOTHI MO IPOESKTUPOBAHUIO U
BHEJPEHUIO CUCTEMBI 3JIEKTPOHHOTO JOKyMEHT0000pOTa
B chepe JOKYMEHTALIMOHHOT'O yIPaBJICHHUs OPTaHU3aluu

HUIIK 4.2. CiocoOGeH NpUMEeHSATh CUCTEMBI
3JIEKTPOHHOTO JOKYMEHT0000poTa B cepe
JOKYMEHTAIIMOHHOTO YTIPaBJIEHUS
OpraHu3alun

3HaeT CYyNHOCTh METOI0B ONTUMHU3AINH
yIPaBJICHYECKOT0 JOKYMEHT0000pOTa OpraHu3aliu

YMeeT Ha3BaTh TPAAULIMOHHBIC MCPBI 11O ONITUMU3AIUN
YIpaBJICHYCCKOI'O I[OKyMeHT0060pOTa OpraHu3anuunu

Brnaneer cucremamu 3J€KTPOHHOTO IOKYMEHTOO00pOTa
B chepe TOKYMEHTAIIMOHHOTO yIpaBJIeHHs OPTaHU3alnuu

Conep:xanue IMCUMILINHBI

Pacnipenenenuie Bu1oB yueOHOM pabOThI M UX TPYAOEMKOCTH I10 pa3jieiaM JUCIHUIUINHBI.
Paznienbl (TeMbl) AMCUMIUIMHEL, U3y4yaeMble B 7 cemecTpe (ouHast popma oOyueHus)

Ne HaumeHnoBanue pa3zaenos (Tem) Bcero KonnuectBo yacos
AynuTtopHas Bueaynu-
pabota TOpHAas
pabota
JI 113 | JIP CPC
1 2 3 4 5 6 7
Paznen 1. OcHoBbl ayauTa W ayAUTOPCKOM
AesATeILHOCTH
1 | OcHOBBI ayquTa: CYLIHOCTb, LIETU U 33a41 3] 2 2 2
2 | HopmaTuBHbIe aKTHI, perIaMeHTHPYIOIIHE 12 2 2 8
poBefieHne ayauTa. Buasl ayura




Pa3nen 2. Konuenmust aynura B
JTOKYMEHTOBEeHUH
3 | IlmanupoBaHue, opraHu3alUys U OIPOBEICHUE ayIUTa. 14 2 4 8
Oranbl IpoBeACHUS ayIuTa
4 | OueHka pe3yJbTaTOB TpPOBeICHUS ayauta chepe 14 2 4 8
JIOKYMEHTAIIHOHHOTO 00eCTICUeHUsI
5 | Hokymenranus ayauta. llopsmoxk odopmienus 16 2 6 8
JIOTOBOPOB Ha MPOBECHUE Ay IUTa
6 | Texunomoruu ayautra B cepe JOKYMEHTAIIHOHHOTO 16 2 6 8
obecrieuennsi. (OcoOEHHOCTH ayauTa KaJgpoBOTO
JIeJIOTIPOU3BOJICTBA
Pa3zjnen 3. AyTCcOpCcHHI B TIOKYMEHTOBEeHUHU
7 | ®opmbl ayTCOpCUHTa 14 2 4 8
8 | Ilonsarue, LTI, MpaKTUKA HUCIOJIL30BAHUS 14 2 4 8
ayrcopcunra B Poccuu
HUTOI'O no pazoenam oucyuniumol 106 16 | 34 56
KonTtpousbs camocrositensHoit paboTsl (KCP) 2
ITpomexyrounas arrecranus (MKP) 0,3
[ToaroroBka K TeKyIIeMy KOHTPOJIIO 35,7
OO61mas TpyA0EMKOCTb 110 TUCIUTUINHE 144

[Tpumeuanue: JI — nekmum, 113 — mpaktudeckue 3aHsatus / cemuHapsl, JIP — maGopaTopHbie
sarsitusi, CPC — camocrosiTenbHast paboTa CTyAeHTa

KypcoBbie padoTbl: He IpeAyCMOTPEHbI
®opMa npoBeleHUs ATTECTAIUM 10 TUCHUILIHHE: IK3aMeH

ABTOpBI: JOIIEHT Kadeapbl 00Iero, CTpaTerMyeckoro, MHQOPMAIMOHHOTO MEHEKMEHTa U
OM3HEC-TPOIIeCCOB, KAHAUIAT UCTOP. HayK, AoleHT Toauka M.B.



