AHHOTaNUA padoyeil MPOrpaMMbl AUCUUIIMHBI
Bb1.B.05.09 «OcHOBBI JOKYMEHTHOI'0 ayAUTAa»

1 Hesn n 3axa4M N3y4eHUs JMCHHUILIMHBI (MOZYJIsT)

1.1 Heuan AucHUIUIMHBI sBIIseTCS (HOpMUPOBAHKE 3HAHUN O TEOPETUYECKUX OCHOBAX ayIuTa
U €r0 IIPOBEJICHUH B IOKyMEHTOBEJCHUH B PA3JINYHbIX OpraHU3aLUsiX.

1.2. 3agauy TUCHUININHLL.

Teopemuueckasi KOMNOHEHMA:

— U3y4EHHUE TeOPETUYECKUX OCHOB ayaMTa;

— OCBOCHUE IIPUHLIUIIOB, METOAOB, QDYHKIHIA 1 HHCTPYMEHTApHS ayANTa;

— copMHUPOBATH Y CTYACHTOB CTPOWHYIO CHCTEMY ITPEICTaBICHHUN 00 ayUTe B COBPEMEHHON
OpraHU3alNH;

— copMHUPOBATH Y CTYICHTOB CITOCOOHOCTH K TUIAHUPOBAHUIO M ITPOBEIICHHUIO ayAUTa B chepe
JOKyMEHTOBECHNUS, pa3pabOTKe Mep IO ONTUMM3ALMH JOKYMEHTO000pOTa.

Iloznasamenvuas komnonenma:

— YMETb UCIOJIb30BaTh METOIbI INITAHUPOBAHUS, OPraHU3aIMH JOKYMEHTHOIO ayANTa;

— YMETb aHAJM3UPOBATh JaHHbIE U HHPOPMALIUIO O COCTOSHUM JOKYMEHTAIlIMOHHOM CUCTEMBI,
NpoOJIEMHBIX CUTYallUsIX B OpraHU3allny;

— BJIQZICTh HaBBIKAMHU pa3pabOTKa MpPOEKTa IPOBEACHUS ayAuTa M peleHus HpolieM U
NpOOJIEMHBIX CUTYaLUH.

1.3. MecTo AMCIMILIMHBI B CTPYKTYpe 00pa3oBaTe/bHOI NPOrpaMMbl

HuciuruinHa «OCHOBBI JOKYMEHTHOTO ayJMTa» OTHOCHTCS K 4acTd, (opMmupyemas
yYaCTHHKaMH 00pa30BaTelbHBIX OTHOWIEHHH Moayinp 5 «OKOHOMHKO-YHpPaBJIEHUECKHH U
UH(OpMAaLMOHHBIH» yyeOHOro riaHa. Vzyuyaercs oHa B CEJbMOM CEMECTpE UETBEPTOro Kypca Ha
OYHOM U 3204HON (popMax oOyueHus, u 0azupyeTcs Ha 3HAHUIX, YMEHUSAX U HaBbIKaX, MOJIy4E€HHBIX B
XOJIe U3YUYEHHUs CIEIYIOUMX AUCHUILIMH: OCHOBBI IIPOEKTHOU JEATENbHOCTH B IOKYyMEHTOBEICHUU U
apXMBOBEICHUH, OPTaHU3aIMs TOCY1apCTBEHHBIX YUpexxaeHui B Poccuu, TOpHs TOKyMEHTa U CUCTEM
JOKYMEHTAIMH, OPTaHN3aIs] ¥ TEXHOJIOT S IOKYMEHTAIMOHHOTO 00eCIIeYeH sl yIIPaBICHHs, OCHOBBI
JUCKPETHOH MaTeMaTHMKM M ONTHMH3ALUH JOKYMEHTOIIOTOKA, pa3paboTka HOPMAaTHBHO —
MeToAuYeCcKas 0a3a JOKYMEHTHOM JESATEeNbHOCTH B OpraHU3alUM, CHCTEMA JOKyMEHTAalluu
OpraHu3aiy, UHGOPMAIIMOHHO- TOKYMEHTAIlMOHHOE 00eCTeYeHUe TPYIOBbIX OTHOLIEHUH, OCHOBBI
MH()OPMALMOHHOTO MEHEIKMEHTA, TOKYMEHTAllMOHHbIM U apXUBHBIH MEHEUKMEHT. B cBoO ouepenp
OHa o0ecrneunBaeT H3YyYEHUE OCHOBBI KOHTPOJBHOW JEATENbHOCTH B JIOKYMEHTOBEAECHHH U
apXMBOBEACHUY, IPEAUILIIOMHYIO IIPAKTUKY M IIOATOTOBKY BBIITYCKHOM KBaITH()UKAMOHHON PabOTHI.

VYuebHasgs mnporpamMma  JUCHMIUIMHBL ~ «OCHOBBI ~ TEOpUH  JOKYMEHTHOTO  ayJIUTa»
npeaycMaTpUBaeT MPOBEJCHUE 3aHATUH B (hopMe JIeKIMH 1 MPaKTHYecKuX padot. OHa MOArOTOBICHA
B COOTBETCTBHHM TPeOOBAaHUAMH, NpebsaBIeHHbIME ¢ TpeboBanusaMu OI'OC BO 3++.

JlocTrKeHne 9TOM 1eNTH COTPOBOXKAAETC POPMHUPOBAHUEM 3HAHUH O TEOPETUIECKIX OCHOBAX
ayauTa M €ro NpoBEIEHUH B JOKYMEHTOBEIEHHM B OPraHax IOCYAAapCTBEHHOW M MyHHMIMIAIBHOU
BJIACTH, B KOMMEPUYECKHX U HEKOMMEPYECKHX opraHu3anusix. OCHOBHBIE MOJIOKEHUS TUCIUIUINHBI
UCNOJIB3YIOTCSI  KaK  (yHAaMEHT [ H3y4eHHs OCHOB KOHTPOJIBHOM  JI€ATEIbHOCTH B
JOKYMEHTOBEJICHUM M AapXHWBOBEIEHHM, a TAKXKe IPOXOXKIECHUH TNPaKTHK, KypCOBBIX paboT H
HAIKCAaHUH BBITYCKHOHN KBaTU(HUKAIIMOHHON PaOOTHI.

1.4. TpeGoBaHusI K YPOBHIO OCBOCHHS AUCHMILIUHBI
N3yuenne naHHON yueOHON NUCLUIUIMHBI HAIpPaBIEHO HAa (DOPMHUPOBAHUE y OOYHAIOLIMXCS
CJIEYIOUIMX KOMIETEHIUIM:

Kox n HanmeHoBaHMe MHAMKATOPA PesynpTarel 00y4eHHs IO TUCUUTUINHE
JOCTHKEHUS KOMIETEHIIUN
YK 1. Cnoco0eH ocylniecTBIATH NOUCK, KPUTHYECKH I aHAJIN3 U CHHTe3 HH(opManuu,
NPUMEHSITh CUCTEMHBII MOAXO0/ AJIf pellleHUsl MOCTABJEHHBIX 3a/1a4
3HaeT Kak HaiiTh uH(OopMaIHIO, ONTUPAsCh Ha
pe3ybTaThl aHATHM3a IOCTABJICHHOM 3aauu.




NVYK-1.1. OcyuiecTBiger NOUCK
HeoOXoauMon HH(OPMAITIH, OITUPASICH HA
pe3ybTaThl aHAJIM3a MOCTABJICHHOM 3aauu

YMeeT uckaTh He00X0AUMYIO HH(POPMAIIHIO, OMTUPASICh
Ha pe3yJbTaThl aHAIN3a IOCTABICHHOM 3a1a4u

Biameer MeTomaMu morcka HeoOXoIuMoi HHGOpMaITHA

pecypcoB U OrpaHUYeHuil

YK 2. Cnoco0eH onpenejsiTb KpPyr 3aJa4 B pAMKaxX NOCTABJIEHHOI LeJId U BLIOUPATH
ONTHMAJIbHBIE CTIOCOOBI UX PelleHHsT, HCXOAS U3 ICHCTBYIONIUX MPABOBHIX HOPM, HMEIOIINXCS

NYK 2.1. [TornmaeT cynHOCTh TPaBOBBIX
HOPM, LIETTU U 33]]Ja4d HOPMaTHBHBIX
IIPaBOBBIX AKTOB

3HaeT U MOHUMAET IIPUHIOUIIBI IIPOBEACHUSA
JOKYMCHTHOI'O ay/IJUTa, KaK IIPOCKTA.

YMeer Ha3BaTh TAIbI TOKYMEHTHOTO ayJIuTa 1
PaCKpBITh MX COJEpKAHHE.

Hmeet HaBBIK IIPaBOBLIX HOPM, LICJIK U 3aJa4n
HOPMATHBHBIX ITPABOBLIX dKTOB.

MNYK 2.2. OcymiecTBisieT MOUCK
HEO0OXOAMMOM TTPaBOBOM HH(DOPMAITUH IS
penieHus mpoheCCHOHANBHBIX 3a7a4

3HaeT nepeyeHb MEPOIPUATHI TOKYMEHTHOTO ayIuTa,
BKJIIOYAE€MBIX B POTPaMMy JIEUCTBUH.

Bnaneer onieHKO# TOKyMEHTHBIX PUCKOB B
OpraHu3alNU.

HmeeT HaBBIK TOMCKA HEOOXOAMMOM MPAaBOBOM
WH()OPMAITUH IS PelIeHUs PO eCCHOHATBHBIX 3a1ad

IIK 4. Cnioco6eH ocyiecTBJISITh Pa00ThI 110 NPOCKTUPOBAHUIO U BHEJAPEHUIO CHCTEMbI
3J1eKTPOHHOI'0 JOKYMEHT0000poTa B chepe TOKYyMEHTALIMOHHOI0 YIIPABJICHUS OPraHU3alluu

HUIIK 4.1. YyactByeT B paboTe 1Mo
IMPOCKTUPOBAHUIO U BHCAPCHUIO CUCTCMBI
3JICKTPOHHOTO JIOKYMEHT0000poTa B cepe
JOKYMEHTAIIMOHHOTO YIIPaBICHUS
OpraHu3aluu

3HaeT METObl AaHAIN3a COCTOSIHUS CUCTEMBI
JOKYMEHTAIIHOHHOTO 00eCTIeYeHNUs YIIPaBICHUS
OpraHM3alliy U IIOHUMAeT UX COJIepKaHue.

Brnageer kpuTepusAMH U OKAa3aTENIMU OLEHKN
COCTOSIHUSI CUCTEMBI JOKYMEHTALMOHHOTO 00eCIIeUeHHS
YIIPaBICHUS OPraHU3aluu

Hmeet HaBBIKK pabOTHI MO IPOSKTUPOBAHHIO U
BHE/IPEHUIO CHCTEMBI 3JIEKTPOHHOTO IOKYMEHT0000poTa
B cepe TOKYMEHTAIIMOHHOTO yIpaBJIeHHs OPTaHU3alnuu

UIIK 4.2. CnocoGeH NpUMEHSTh CUCTEMBI
3JIEKTPOHHOTO JOKYMEHT0000poTa B chepe
JOKYMEHTAIlMOHHOTO YIIPABJICHUS
OpraHMu3aIiu

3HaeT CYITHOCTh METO/I0B ONTUMHU3AIIAN
YIPaBIEHYECKOTO IOKYMEHT0000pOTa OpraHu3aIiun

YMeeT Ha3BaTh TPATUIIMOHHBIC MEPBI TI0 ONITHMHU3AIHH
yIPaBJICHYECKOT0 JOKYMEHT0000pOTa OpraHu3aliu

Brnaneer cucremamu 35eKTPOHHOTO JIOKYyMEHTOO00POTA
B chepe JOKYMEHTALMOHHOT'O yIPaBJICHHUs OPTaHU3aluu

Conep:xaHue IMCUMILTUHBI

Pacnpenenenue Bu1oB yueOHON pabOThl M UX TPYJOEMKOCTH O pa3/ienaM AUCIUIIUHBL.
Pa3nens! (TeMbl) TUCHUIUIMHBL, H3ydaeMble Ha 4 Kypce (3aouHas popMa oOydeHus)

No HaumenoBanwue pa3nenosn (Tem) Bcero KonunuecTBo yacos
AynuTtopHas Breaynu-
pabota TOpHAas

pabota
JI 113 | JIP CPC
1 2 3 4 5 6 7
Pazgnen 1. OcHoOBBI ayauTa W ayIUTOPCKOM 16 2 14
AesiTeJILHOCTH
1 | OcHOBHI ayauTa: CYITHOCTD, IIETH U 3a0a91 14 14
2 | HopmaTtuBHBIE aKTBI, perIaMEeHTHPYOLIUE 17 2 15
npoBeneHre ayauta. Buapsl ayanrta
Pasnen 2. Konnenuusi aynura B
JOKYMEHTOBeIeHUH




3 | [InanupoBaHue, opranu3anys U MpOBEICHUE ayIUTa. 17 15
Oransl IPOBEACHUS ayIUTa

4 | OueHka pe3ylnbTaTOB TpOBeneHUs ayaurta cdepe 16 2 16
JOKYMEHTAIIHOHHOTO 00eCTIeUeHUsI

5 | Hokymenranus aynuta. llopsmok —odopmieHHs 22 20
JIOTOBOPOB Ha MPOBEACHUE Ay IUTa

6 | Texnomoruu ayawra B cdepe TOKYMEHTAIIHOHHOTO 22 2 20
obecrieyennsi. OCOOGHHOCTH ayaWTa KaJpOBOTO
JIeJIONIPOU3BOJICTBA
Pa3nen 3. AyTcOpcHHT B JOKYMEHTOBeIeHUHU

7 | ®opmMbl ayTCOPCUHTA 14 14

8 | Ilonsarwue, IeIIH, MpaKkTUKa HCITOJIb30BaHUS 14 14
ayTcopcunra B Poccuu
HUTOI'O no pazoenam oucyuniumvl 135 4 4 127
KonTtposs camocrostensHoit padboTs! (KCP)
[Tpomesxyrounas arrectarus (MKP) 0,3
[ToaroroBka K TeKyIeMy KOHTPOJIIO 8,7
OO11ast TPYA0EMKOCTh 110 TUCIUTUINHE 144

[Tpumeuanue: JI — nexnuu, 13 — nmpaktudeckue 3anatus / cemuHapsl, JIP — nmabGopaTtopHbie
sansitusi, CPC — camoctosiTenbHast paboTa CTyAeHTa
KypcoBbie padoTbi: He MpeayCMOTPEHbI

(I)opMa NMPOBEACHUSA aTTECTAIIMHA MO JUCHUILIMHE: IK3aMEH

ABTOpPBI: JIOLEHT Kadeapbl 00IIero, CrpaTermuyeckoro, WHGOPMAIIMOHHOIO MEHEIKMEHTa H
OHM3HEC-TIPOIIECCOB, KaHAUIAT UCTOP. HAYK, no1eHT Toauka M.B.



