AHHOTaIUs padoyeii MPOrpaMMbl AU CHUTLIHHBI
b1.B.02.05 <UH®OPMALIMOHHO - JOKYMEHTAIIUOHHOE OBECIIEYEHUE
JAEATEJIBHOCTU KOMMEPUYECKHUX OPI'AHU3 AL

O6bem Tpynoemkoctu: 108 gac. = 3 3aueTHBIC e TUHUIIBI

Heanb AMCHUILIAHBI:

YCBOMTH OCHOBBI OpTaHH3alud HH()OPMAIMOHHO-JOKYMEHTAIIHOHHOTO OOECTeYeHnsl YIpaBIeHUs
KOMMEPUYECKUMH OPTaHU3alMAMU C HCIIOJIb30BAHUEM AKTYaJIbHBIX LU(POBBIX HHCTPYMEHTOB B IIPOLIECCE
UCIIOJIHEHHS IPO(ECCHOHANBHBIX 3a1ad.

3agayuM AMCUUTIMHBI:

- HM3YYUTh HOPMAaTHBHO-TIPaBOBYIO 0a3y M 3Tambl pabdOTBl ¢ WHpOpPMaUmUeld W JOKYMEHTaMH B
KOMMEPYECKOW OpraHu3allny;

- BBISIBUTH OCOOCHHOCTH M BO3MOXKHOCTH aIllapaTHO-MIPOTPaMMHBIX CPEACTB AJs paboThl ¢ nH(pOopManuei
U IOKyMEHTaMH B KOMMEpPYECKOH OpraHn3alny;

- TPHOOPECTH W 3aKPeluTh MPAKTHYECKOe OCBOeHHE paboThl ¢ WH(OpMalUedl W JOKyMEHTaMH B
KOMMEPUYECKON OpraHu3anuy.

MecTo IMCHUILUIAHBI B CTPYKTYpe 00pa3oBaTeIbHOIl MPOrpaMMbl

Huctmmmuaa  b1.B.02.05  «UHbopManimoHHO - JOKYMEHTAIIMOHHOE OOeCleYeHrne eATeNIbHOCTH
KOMMEPUYECKUX OpraHu3anuii» oTHocutcs: K biaoky ductumiunssl (Mogynu), GopMUPYEMOH Y4aCTHUKOM
o0Opa3zoBaTenbHBIX OTHOIICHUH Moaynb 2 «JlokyMeHTalmoHHOe oOeclieueHre YNpaBIeHUsD» Y4eOHOro
ruiaHa. JIucuunirHa u3yvaercst Ha 5 Kypce 3a04HOi GopMbl 00yUyeHus1, 0a3upyeTcs Ha 3HAHUAX, YMEHHSIX
Y HaBBIKaX, MOJyYEHHBIX Ha IIEPBOM M BTOPOM Kypcax MOATOTOBKH. B cBOIo odepens oHa obecrieunBaeT
U3yYCHUE CICIyIuX aucuuiuinH: OpraHu3alioOHHOE, HWH(MOPMAIMOHHO - JOKYMEHTAI[MOHHOE
obecrieyeHne JeaTeIbHOCTH PyKOBOAUTENS opranu3anuu, CTpaTernieckoe yrnpaBieHue JOKyMeHTanue
OpraHu3anyy, JNIEKTPOHHBIEC apXHUBbI U APXUBHBINA ayTCOPCHHT H Ap.

YyebOnas mporpamma muctmruinHel 51.B.02.05 «HpOpManmoHHO - TOKYMEHTAIMOHHOE OOecIliedeHne
JEeSITeTbHOCTH KOMMEPYECKAX OpraHW3alfii» MpelycMaTprBaeT NMPOBEICHNE 3aHATHI B GopMe JEeKIHi,
IMPAKTHYCCKUX 3apsaThii. OnHa IIOATrOTOBJIEHA B COOTBETCTBUU TpC6OBaHI/I$[MI/I, OpeaAbABICHHBIMU C
tpeboBanmsiMu OI'OC BO 3++. JlocTmkeHNe Lenu COMPOBOXKIAETCS PACKPBHITHEM IEepel CTYICHTaMU
(GyHIaMeHTaNbHBIX 3HAHWH O crHenupuKe HHPOPMAIMOHHO-IOKYMEHTAIMOHHOTO O0eCIeueH s
ACATCIIBHOCTH KOMMEPUYCCKUX OpI‘aHI/I?,aHI/II\/'I, KOTOPEBIC B COBOKYITHOCTHU C HCIIPEPLIBHBIM OOHOBJIEHHEM U
W3MEHEHUSIMH B allllapaTHBIX CPEICTBaX HAXOISIT BaXHOE MECTO B ()OPMHPOBAHMM WH(POPMALMOHHO-
TEXHOJIOTHYECKOr0 MOTEHIMala MPEeNNpUsITHs, YTO OOECHEeYUT MPOYHOE U CO3HATEIHHOE OBJIAJCHHE
CTYJCHTAaMH OCHOBaMH 3HaHHWH O TIpoIleccax TMOJyYeHHs, XpaHEeHHs, Mepeladyd W TMpeoOpa3zoBaHuUs
WH(pOpPMAITIH.

3HaHHE OCHOB OpraHM3alud HHPOPMAIUMOHHO-IOKYMEHTALIHOHHOTO OOECIeYeHUs] JesITeIbHOCTH
KOMMEPUYECKUX OpraHu3aliii He0OX0UMO [T ycrexa JIF000ro crenuaniucTa B cepe JoKyMeHTOBEICHUS
" apXUBOBCACHUA. Hepe;[ CTYACHTAMM paCKpPbIBAIOTCA 3HAUYCHU A I/IH(bOpMaIII/II/I B pa3sBUTHU COBPEMCHHOI'O
oOmecTBa. B xozne o0yueHns cTyIeHThI JOJKHBI HAYUYUTHCS CO3HATEIBHO M PALMOHAIBHO HCIOJIb30BaTh
BO3MOXHOCTH, TPEIOCTAaBIsiEMble KOMIBIOTEPHOM TEXHHKOW, JUIS pEHICHUS  Pa3zHOOOpPa3HBIX
YIpaBIeHUYECKHX 3a/1a4.

TpeOGoBaHMS K YPOBHIO OCBOEHUS] JUCIHUIIIHHbBI

N3yuenne naHHON y4eOHOM AMCUUIUIMHBI HANpaBJIeHO Ha (OPMHUPOBAHHE Y OOYUAIOUIMXCS CIEAYIOIINX
KOMIIETEHIUH:

KO)I 1 HAUMCHOBAHHEC PeSyJ'H:.TaTBI O6quHI/I${ 10 JTUCHUIIINHE
WHAWKATOpa JOCTHXKCHUA
KOMIICTCHIITUN
IIK-2. Cnioco0eH K OpraHu3anmiu JOKYMEeHTHPOBAaHNS YIPABJIEHYECKOI TeSITeJIbHOCTH B OPraHu3aluu
IK-2.1. Opranusyet | 3HaeT OpraHu3alMoHAYI0 0a3y COBPEMEHHON OpraHU3aIliu JeIONPOU3BOACTBA
JIOKYMEHTHPOBaHNE YMeeT HacTpauBaTh MPOLIECCHI ICNONPON3BOACTBA B OPraHU3aNU

YIIPABJIEHYECKON JEATENBHOCTH Biiayieetr HaBbIKaMu OpraHU3aIMU I€JIONPOU3BOICTBA B KOMITAHUH
B OpraHu3anuu
TIK-2.2. ITpumensier | 3HaeT OCHOBBI aBTOMATH3AIMH JIEIOMPONU3BOICTBRA
UHGOPMAIIMOHHBIE CHCTEMBl B | YMeeT aBTOMaTH3UPOBATh IPOLECCHI JIEIONPOU3BOICTBRA
YUPABIEHYECKON JIEATENBHOCTH | YMeeT aBTOMATH3MPOBATE IIPOIECCHI AETOPOU3BOICTBA
B OpraHu3auuu
IIK-4. CnocoGeH ocymecTBIATH padoThl MO NMPOCKTHPOBAHHMIO M BHEJPEHHUIO CHCTEMBbI 3JI1EKTPOHHOIO
JOKYMEHT0000poTa B c(pepe TOKYMEHTAHOHHOIO YIIPABJICHUS OPraHU3aAHHA




[IK-4.1. YuactByeT B pabote

yHpaBJICHUA OpraHU3alun

3HaeT Kak MNPOCKTHUPOBATL U BHCAPATHL CHUCTCMY JJICKTPOHHOI'O

[0  TIPOCKTHPOBAHUIO U | JOKyMEHT00OOpoTa B cdepe NOKyMEHTAIMOHHOTO YIIPaBICHHS
BHEIPEHHIO CHCTEMBI | KOMMEPYECKOI OpraHn3aluu
3NEKTPOHHOTO YMeeT MpOEKTHPOBaTb M BHEAPATH CUCTEMY  3JCKTPOHHOTO
JIOKyMeHT0000poTa B cdepe | moKyMeHToo0opoTa B cdepe MOKYMEHTAI[MOHHOTO  YIPaBICHHS
JTOKYMEHTaIlHOHHOTO KOMMEPYECKOH OpraHU3aIiH

Brnageer HaBbIKaMM TPOSKTHPOBAHUS U BHEJAPECHUS CHUCTEMBI
AIIEKTPOHHOTO JIOKYMEHTO00OpOoTa B cdepe JAOKYMEHTAHOHHOTO
yIpaBIeHHs] KOMMEPUECKOH OpraHu3aIiu

Crocoben
CUCTEMBI

IK-4.2.
MPUMEHSATh
3JIEKTPOHHOTO
IOKYMeHT0000poTa B cdepe
JIOKYMEHTAIIHOHHOTO
YIPaBICHHS OpTraHU3aIHH

3HaeT TPHHOWTBI PabOTHl CHCTEMBI JTOKyMEHTO00OOpoTa B cdepe
JTOKYMEHTAI[MIOHHOTO YIPAaBJICHUs KOMMEPUYECKOW OpraHnu3aluu

YMeeT IpUMEHSITh CHCTEMBI 3JICKTPOHHOTO JOKYMEHTO000pOTa B chepe
JTOKYMEHTAIIIOHHOTO YIPAaBJIECHUsI KOMMePUYEeCKOW OpraHnu3alluu

Brageer HaBbIKaMU pabOTHI B CHCTEME JOKyMEHTOOOOpoTa B cdepe
JIOKYMEHTAI[MOHHOTO YIPAaBJICHUS KOMMEPUYECKOW OpraHnu3aluu

ConepsxaHue TUCHUILTHHBI

Pacnpenenenue BuaoB yueOHOM paboThl U UX TPYAOSMKOCTH IO pa3iesiaM TUCHUTUINHBI.
Paznens (TeMbl) TUCHMIUIMHEI, H3ydaeMble Ha 5 Kypce (3aouHasi popMa oO0yueHusl)

No HaumeHnoBanue pa3aenos (Tem) Bcero KomanuectBo yacos
AypautopHas Bneaynurop
pabora Has pabora

J | 113 | JIP CPC
1 2 3 4 B 6 7
1 | HopmaTuBHBIE  OCHOBBI  JIOKyMEHTALlMOHHOTO 10 2 2 6
obecrieueHnsi  JESTENBHOCTH  KOMMEPYECKOH
OpraHHu3alu
2 | Opranuszanus pabOTHI C JOKYMEHTaAMHU 10 2 2 6
3 | Cucrema  opraHuzanMOHHO-pacnopsauteabHoro | 10 2 2 6
JIOKYMEHT0000poTa
4 | Cuctema OyXrajaTepcKoro JOKyMEHT0000poTa 10 2 2 6
5 | Cucrema TOKyMEHTOOOOPOTA IO YUEeTy MepcoHaia 12 2 2 8
6 | Meroasl u CpencTBa obecrieyeHust 12 2 2 8
WHPOPMAITMOHHOW O€30MacHOCTH TpH padoTe ¢
JIOKYMEHTaMH

7 | ApxuTektypa  CHCTEMBl  JOKYMEHTALIMOHHOI'O 12 2 2 8
oOecrieyeHUs  JICATENIBHOCTH  KOMMEPUYECKOU
OpraHu3alfu

8 | Undopmanmonnsie TexHoyoruu | 14 4 2 8
JIOKYMECHTAI[HOHHOTO 00ECICUeHHsI JCSITEeIbHOCTH
KOMMEPUYECKOH OpraHu3aIfu

9 | CoBepllleHCTBOBaHHE cuctemsl | 12 2 2 8
JOKYMEHTAIIHOHHOTO 00eCHeueHHsl JesITeTbHOCTH
KOMMEPUYECKOH OpraHu3alu
HTOI'O no paszoenam oucyuniuHul 102 | 20 | 18 64
KonTpons camocrositensHoil pa6otsl (KCP) 2
ITpomesxyrounas arrecrarms (VIKP) 0,2
[ToaroroBka Kk TEKyIIeMy KOHTPOJIIO 3,8
OO0r111ast TPYA0EeMKOCTb 10 TUCITUIITHHE 108

KypcoBbie paGoThl: HE IPeyCMOTPEHBI

®opMa NpoBeJeHHs] ATTECTAIUH 110 JUCIUIINHE: 3a4eT

ABTOp: JIOIIEHT Kadeapsl OOIIero, CTpaTernyeckoro, MHGOPMAIMOHHOIO MEHEKMEHTa W OHu3Hec-
MIPOIIECCOB, KAaHIUAAT SKOH. HAYK, HOIEHT MupoIrmHnaIeHko M.A.



