AHHOTanus padoyeii nporpaMMbl AUCHUIIMHBI
b1.B.02.05 <UHOOPMAIIMOHHO - JOKYMEHTAIIMOHHOE OBECIIEYEHHUE
JESATEJIbHOCTA HEKOMMEPYECKHUX OPTAHU3 AU

HanpagJjienue noaroToBKu/cnenuanbHocTs 46.03.02 JokyMeHTOBEICHHE U apXUBOBEICHUE
O6bem Tpynoemkoctu: 108 gac. = 3 3aueTHBIC e TUHUIIBI
Heanb AMCHUILIAHBI:
YCBOMTH OCHOBBI OpTraHH3alud HHOOPMAIMOHHO-JOKYMEHTAIIHOHHOTO OOECTeYeHnsl YIpaBIeHUS
HEKOMMEPYECKHMHU OpraHM3alisIMH C HCIIOJNB30BAHUEM AaKTyallbHbIX LU(PPOBBIX HHCTPYMEHTOB B
IPOLIECCE UCIIOIHEHUSI TPOPECCHOHAIBHBIX 3aad.
3agaun IMCHUILINHBI:
- HM3Y4YUTh HOPMAaTHBHO-TIPAaBOBYIO 0a3y M d3Tambl pabOTel ¢ WHPOpPMALUed M JOKYMEHTaMH B
HEKOMMEpPYECKOI OpraHu3anuy;
- BBISIBUTH OCOOCHHOCTH M BO3MOXKHOCTH aIllapaTHO-MIPOTPaMMHBIX CPEACTB AJs paboThl ¢ nH(pOopManuei
U IOKyMEHTaMH B HEKOMMEPUYECKOH OpraHu3aIyy;
- TPHOOPECTH W 3aKpeluTh MPAKTHYECKOe OCBOeHHe padoThl ¢ WH(OpMaluedl W JOKYMEHTaMH B
HEKOMMEPYECKOH OpraHu3aiiu.
MecTo IMCHUILUIAHBI B CTPYKTYpe 00pa3oBaTeIbHOIl MPOrpaMMbl
Huctmmmuaa  b1.B.02.05  «UHbopManimoHHO - JOKYMEHTAIIMOHHOE OOeCleYeHrne eATeNIbHOCTH
HEKOMMEPUYECKUX OpraHu3aIuin» OTHOCUTCS K bioky Jucuummmaet (Moaynw), GopMupyeMoi y4aCTHUKOM
o0Opa3zoBaTenbHBIX OTHOIICHUH Moaynb 2 «JlokyMeHTalmoHHOe oOeclieueHre YNpaBIeHUsD» Y4eOHOro
riaHa. J[ucuunirHa u3yvaeTcst B 5 ceMecTpe 04HOM (GopMBI 00yueHHs, 6a3upyeTcss Ha 3HAHUSIX, YMEHUSIX
Y HaBBIKAaX, MOJyYEHHBIX Ha IIEPBOM M BTOPOM Kypcax IOATOTOBKH. B cBOIO ouepenp oHa oOecriednBaeT
U3yYCHUE CICIyIuX aucuuiuinH: OpraHu3alioOHHOE, HWH(MOPMAIMOHHO - JOKYMEHTAI[MOHHOE
obecrieyeHne JeaTeIbHOCTH PyKOBOAUTENS opranu3amnuu, CTpaTernieckoe yrnpaBieHue JOKyMeHTanue
OpraHu3anyy, JNIEKTPOHHBIEC apXHUBbI U APXUBHBINA ayTCOPCHHT H Ap.
YyebOnas mporpamma muctmruinHel 51.B.02.05 «HpOpManmoHHO - TOKYMEHTAIMOHHOE OOecIliedeHne
JeSITeIbHOCTH HEKOMMEPUYECKHUX OpraHu3alHid» IpeaycMaTpUBaeT MPOBeICHUE 3aHATHI B PopMe JIEKIHiA,
IMPAKTHYCCKUX 3apsaThii. OnHa IIOATrOTOBJIEHA B COOTBETCTBUU TpC6OBaHI/I$[MI/I, OpeaAbABICHHBIMU C
tpeboBanmsiMu OI'OC BO 3++. JlocTmkeHNe Lenu COMPOBOXKIAETCS PACKPBHITHEM IEepel CTYICHTaMU
(byHIaMeHTaNbHBIX 3HAaHWH O crHenupuKe HHPOPMAIMOHHO-IOKYMEHTAIMOHHOTO O0eCIeueHHs
ACATCIIBHOCTH HCKOMMEPUYCCKUX OpFaHH3aHHI>'I, KOTOPEBIC B COBOKYITHOCTU C HEIIPCPLIBHBIM OOHOBJIEHUEM
Y U3MEHEHHMSMHU B alllapaTHBIX CPEACTBAX HaXOIAT BaKHOE MECTO B ()OPMHPOBAHMH WH(POPMALMOHHO-
TEXHOJIOTHYECKOr0 MOTEHIHala MNPEeNNpUsATHS, YTO OOECHEeYUT MPOYHOE U CO3HATEIHHOE OBJIAJCHUE
CTYJCHTAaMH OCHOBaMH 3HaHHWH O TIpoIleccax TMOJyYeHHs, XpaHeHHs, Mepeladyd W TMpeoOpa3zoBaHUs
WH(pOpPMAITIH.
3HaHHE OCHOB OpraHM3alud HHPOPMAIUMOHHO-IOKYMEHTALIHOHHOTO OOECIeYeHUs] JesITeIbHOCTH
HEKOMMEpPYECKHX OpraHu3aliii HEeoOXoOuMo Ui ycmexa JIo0oro crhenuanucra B - cdepe
JOKYMEHTOBEJICHUSI M apXWBOBelleHHs. [lepeq cTyJqeHTaMH pacKphIBAIOTCS 3HA4YeHHsT MH(OpMAIUU B
PasBUTHU COBPEMEHHOro olmiecTBa. B xome o0y4yeHMs! CTyIEHTHI JOJDKHBI HAYYUTHCS CO3HATEIBHO U
paloHaNIbHO HUCIIOJIb30BaTh BO3MOXKHOCTH, MPEI0CTaBIsIEMblE KOMITBIOTEPHON TEXHUKOM, JJIS pelIeHUs
pa3Ho00pa3HbIX yNpaBIeHYECKUX 3ajau.
TpeGoBaHMA K YPOBHIO OCBOCHUS JUCIHUIITHHBI
N3yuenne naHHON y4eOHOM AMCUUIUIMHBI HANpaBJIeHO Ha (OPMHUPOBAHHE Y OOYUAIOUIMXCS CIEAYIOIINX
KOMIIETEHITAH:
KOII 1 HAMMCHOBAHUEC MHAWKATOpa PeSyHBTaTBI O6quHI/I$[ IO AUCLIUIIIIMHC
JOCTHXXCHUA KOMIICTCHIINN
IK-2. Cnoco6eH K OpraHM3anuy 10KYMeHTHPOBAHMS YIPaBJeHYeCKoii 1eTeJbHOCTH B OPraHu3aliu

IK-2.1. Opranusyet | 3HaeT OpraHu3alMOHHYIO0 6a3y COBPEMEHHOM OpraHu3anuu
JIOKYMEHTHPOBaHUE JIEIIONPOU3BOJCTBA

YIPaBICHYECKOW JIEATEILHOCTH B | YMeeT HacTpauBaTh IPOLECCHI JACIONPOU3BOCTBA B OPraHU3aIU
Opranusaluvu Bilageer HaBbIKaMU OpraHU3alMM JEIONPOU3BOACTBA B KOMIIAHUU

TIK-2.2. IIpumensier | 3HaeT OCHOBBI ABTOMATH3AIMH JIEIOMPOU3BOJICTBA

nHpOpMALMOHHBIE CHCTEMBI B | YMeeT aBTOMAaTH3UPOBATh MPOLECCHI AEIONPOU3BOICTBA
YIIPABJIEHIECKON IEATENBHOCTH B | YMeeT aBTOMAaTH3UPOBATh IPOIIECCHI AENONPOU3BOACTBA
Opra"u3anuuu
MK-4. Cnoco0eH 0CylIecTBJSTHL PadoThl MO NMPOEKTHUPOBAHUIO M BHEAPEHHUIO CHCTEMbI 3JIEKTPOHHOTO
JOKYMeHT0000poTa B cepe JTOKYMEHTALMOHHOTO YIIPABJIeHHUs OPraHU3aluMu




[IK-4.1. YyactByer B pabote
o MPOCKTHPOBAHUIO 17§
BHEIPEHHIO CHCTEMBI
3NEKTPOHHOTO
JIOKyMeHTooOopoTa B cdepe
JOKYMEHTAIIHOHHOTO
yIpaBJICHHs OPTraHU3aluu

3HaeT KaK MPOCKTUPOBATh MU BHEAPATH CHUCTEMY SJICKTPOHHOTO
JTOKYMEHTO0000poTa B cdepe AOKYMEHTAIMOHHOTO YIIPaBJICHUS
HEKOMMEPUYECKON OpraHu3aIiuu

YMeeT mnOpoeKTUpPOBaTH U  BHEAPATH CHCTEMY SJECKTPOHHOTO
TOKYMEHTO0000poTa B cdepe MAOKYMEHTAIMOHHOTO YIIPAaBICHUS
HEKOMMEPUYECKOM OpraHu3ainuu

Brnaneer HaBbIKaMH MPOCKTUPOBAHUS U BHEIPEHUS CHUCTEMBI
3NEKTPOHHOTO JOKyMEHTOO0O0OpoTa B cdepe AOKyMEHTaMOHHOTO
yIpaBlieHNs] HEKOMMEPUYECKOW OpraHu3aliy

[1K-4.2. CriocobeH IpuMeHSITh
CHUCTEMBI 3IEKTPOHHOTO
JIOKYMEHT0000poTa B cdepe
JOKYMEHTAIIHOHHOTO
yIpaBJICHHUs OpraHU3aINN

3HaeT TPHUHIUIBI PabOTHl CHCTEMBI JOKYMEHTOOOOpoTa B cdepe
JIOKYMEHTAIIMOHHOT'0 YIPABJICHUSI HEKOMMEPYECKOH OpraHu3aIiu

YMeeT NMPUMEHATh CHCTEMBI JJIEKTPOHHOTO JIOKYMEHTOOOOpOTa B
chepe  MOKYMEHTAI[IOHHOTO  YIpaBleHUS  HEKOMMEPYECKOM
OpTraHH3alNN

Brageer HaBbikaMu pabOThI B CHCTEME JTOKyMEHTOOOOpOTa B cepe
JOKYMCHTAIMOHHOI'O YIIPABJICHUA HCKOMMCp‘ICCKOﬁ Opraiuvs3anuu

ConepsxaHue TUCHUILTHHBI

Pacripenenenne BumoB yueOHOI pabOTH M KX TPYTOEMKOCTH 10 pa3/ieinaM AUCIUTUTHHEI.
Paznenbl (TeMbl) AMCHMIUIMHEBL, M3ydaeMble B 5 cemectpe (ouHasi popma oOyueHus)

No HaumeHnoBanue pa3aenos (Tem) Bcero KonnuectBo yacos
AynutopHas Breaynurop
pabora Has pabora

J | 113 | JIP CPC
1 2 3 4 B 6 7
1 | HopmaTuBHBIE  OCHOBBI  JIOKYMEHTAIIMOHHOTO 12 4 4 4
obecrieueHHsl  JCATENILHOCTH  HEKOMMEPUYECKON
OpraHM3aliu
2 | Opranusanus paboThI C TOKYMEHTaMHU 12 4 4 4
3 | Cucrema  OpraHu3allMOHHO-pACHOPSAUTENBHOTO | 12 4 4 4
JIOKyMEHT0000poTa
4 | Cucrema OyXraiaTepcKkoro J0KyMeHToo00poTa 10 2 4 4
5 | Cucrema IOKyMEHTOOOOPOTA IO yUEeTy MepcoHalia 10 4 2 4
6 | Metonsl u cpezacTBa obecrieuenust | 13 4 4 3)
uHpOpMaIMOHHON Oe30macHOCTH Hpu pabore C
JIOKYMCHTaMH

7 | ApxuTekTypa  CHCTEMBl  JOKYMEHTALIHOHHOIO 14 4 4 6
obecrieueHnsi  JEATENIbHOCTH  HEKOMMEPUYECKON
OpraHM3aliu

8 | Undopmarmonnsie TexHonoruu | 12 4 4 4
JOKYMEHTAI[HOHHOTO O0ECIeUYCHUsl ACSTeIbHOCTH
HEKOMMEPYECKOM OpraHu3aluu

9 | CoBepieHCTBOBaHHE cucremsl | 10,8 4 4 2,8
JIOKYMEHTAI[HOHHOTO 00ECICUeHHsI JCSITEIbHOCTH
HEKOMMEPYECKOM OpraHu3alluu
HUTOI'O no pazoenam oucyuniuivl 1058 | 34 | 34 37,8
KonTtpoiss camocrositensHoit paboTs! (KCP) 2
[Mpomesxyrounas arrecranus (MKP) 0,2
[ToaroroBka Kk TEKyIEMY KOHTPOJIIO
OO01m1ast TPyAO0EMKOCTb 110 TUCHUTUINHE 108

KypcoBbie paGoThl: HE IPeyCMOTPEHEI

®opMa NpoBeJeHHs ATTECTAIUH 110 JUCIUILINHE: 3a4eT
ABTOp: JIOIIEHT Kadeapsl OOIIero, CTpaTernyeckoro, MHGOPMAIMOHHOIO MEHEKMEHTa W OHu3Hec-
MIPOIIECCOB, KAaHIUAAT SKOH. HAYK, HOIEHT MuporrHndeHko M.A.




