AHHOTaNUA padoyeil MPOrpaMMbl AUCUUIIMHBI
b1.B.05.09 «<OCHOBbBI JOKYMEHTHOI'O U KAJAPOBOI'O AYJAUTA»

1 Hesn n 3axa4M N3y4eHUs JMCHHUILIMHBI (MOZYJIsT)

1.1 Heas AucUMIVIMHBI sBISETCS (OpPMUPOBAHUE 3HAHUKA O TEOPETHUECKUX OCHOBAX
ayJuTa 1 €ro MpOBEICHUH B JOKYMEHTOBEIECHUH B PA3JIMYHbIX OpPraHU3alUsIX.

1.2. 3agaum IMCUMIJIMHBL

Teopemuueckas KOMNOHEHMA:

— U3y4EHUE TEOPETUUECKUX OCHOB ayJUTa;

— OCBOEHUE NPUHILIMIIOB, METOA0B, (YHKLUI U HHCTPYMEHTAapUs ayANTa;

— copMupoBaTh y CTyIEHTOB CTPOWHYIO CHUCTEMY IpEACTaBIeHUl 00 ayauTe B
COBPEMEHHOM OpraHu3aluy;

— chopMUpOBaTh Y CTYACHTOB CIIOCOOHOCTH K IUTAHMPOBAHHUIO M MPOBEACHUIO ayJHTa B
cdepe 10KyMEHTOBEIeHUs, pa3paboTKe Mep M0 ONTUMHU3ALUH JOKYMEHTO000pOTa.

lloznasamenvnas kKomMnoHenma:

— YMETh UCIOJIb30BaTh METObI IUITAHUPOBAHMSI, OPraHU3aLMHU TOKyMEHTHOIO ayJUTa;

— YMETh aHANW3UPOBATh JaHHBIE W WHPOPMALHIO O COCTOSHUU JOKYMEHTAIIMOHHOU
CHCTEMBI, MPOOJIEMHBIX CUTYalLlUsAX B OpPraHU3aliH;

— BJAJICTh HaBBIKAMHU Pa3pabOTKa MPOEKTa MPOBEICHHS ayduTa W pemieHust mpolieM u
pOOJIEMHBIX CUTYalUH.

1.3. MecTo 1McuMnJIMHbI B CTPYKTYpe 00pa3oBaTeIbHOI POrpaMMbl

JucuuruinHa «OCHOBBI JIOKYMEHTHOI'O ayJIuTa» OTHOCUTCS K 4acTd, (Qopmupyemas
y4aCTHUKaMU 00pa3oBaTelbHBIX OTHOIIEHUH Monaynb 5 «OKOHOMUKO-YIIPaBIEHUYECKUN U
UH(GOPMALIMOHHBII» yueOHOro 1iaHa. M3ydaeTcs oHa B celbMOM CEMeCTpe YETBEPTOIo Kypca Ha
OYHOW W 3a04HOM Qopmax oOyuyeHHs, W Oa3zupyercs Ha 3HAHUSAX, YMEHHUSAX M HAaBBIKaX,
MIOJIyYEHHBIX B XOJI€ M3YyYEHHUs CIEAYIOIIMUX JUCLUUIUIMH: OCHOBBI IIPOEKTHOM JAESATEIBHOCTH B
JIOKYMEHTOBEJCHUH M apXUBOBEIECHUM, OPTaHMU3allMsI TOCYIapCTBEHHBIX yupekaeHuil B Poccun,
TOpUs TOKYMEHTA M CUCTEM JOKYMEHTALIMM, OPraHU3alus U TEXHOJOTUs JOKYMEHTAllMOHHOIO
oOecrnieyeHus yrnpaBIeHHs], OCHOBbI JUCKPETHON MaTEMaTUKU U ONITUMHU3ALIUN TOKYMEHTOIIOTOKaA,
pa3paboTka HOPMATHBHO — MeTOoAMYecKass 0a3a TOKYMEHTHOH JeATEeNIbHOCTH B OpraHu3alluH,
CUCTEMA JIOKyMEHTAllUM OpraHu3alud, HWH(POPMAIMOHHO- JOKYMEHTAllMOHHOE o0ecredeHue
TPYAOBBIX OTHOIIEHHWH, OCHOBBI HMH(OPMAIMOHHOTO MEHEIKMEHTa, JOKYMEHTALMOHHBIH H
apXUBHBII MEHeKMEHT. B cBOIO ouepenb OoHa 0OecreynMBaeT U3y4€HHUE OCHOBBI KOHTPOJIbHOM
JEATEIIBHOCTH B JIOKYMEHTOBEACHMM U apXUBOBEACHUHU, MPEIAMINIOMHYIO MPAKTHUKY U
MOJMOTOBKY BBIITYCKHOM KBaTHM(PUKAIMOHHON pabOTHI.

VYuebHas mnporpamMMa JUCHMIUIMHBI «OCHOBBI TEOpUM JIOKYMEHTHOTO —ayJuTa»
IpelycMaTpuBaeT NpPOBEACHHE 3aHATHH B ¢opMe JeKIuid U mpakThuyeckux pador. OnHa
HOJTrOTOBJIEHA B COOTBETCTBUHU TPeOOBAaHUAMM, NpeAbsiBIeHHbIMU ¢ TpeboBanusmu ®I'OC BO
3++.

JlocTH)KeHHe 3TOM IeNM COMpOBOXKIAaeTcss (POPMUPOBAHHMEM 3HAHMHA O TEOPETUYECKHX
OCHOBax ayJuTa M €ro IpOBEJECHHUU B JOKYMEHTOBEJECHHH B OpraHax rOCYJapCTBEHHOH U
MYHMIMIIAJbHOW BJIACTH, B KOMMEPYECKMX M HEKOMMEpUYECKMX opraHuzauusx. OCHOBHbIE
MOJIOKEHUS JUCLUHUIUIMHBI UCHOJIB3YIOTCA Kak (DyHIAMEHT Ui M3yYeHHs OCHOB KOHTPOJIHHOM
JESATEIIBHOCTH B JOKYMEHTOBEJIECHHHM M apXMBOBEJIEHUHU, & TaKKE€ IPOXOXKIACHUM INPAKTUK,
KYPCOBBIX paOOT ¥ HaTMCAHUH BBITYCKHOW KBaJIM(UKAIIMOHHOW pabOTHI.

1.4. TpeOGoBaHusl K YPOBHIO OCBOEHHSI AUCUUIIMHBI
N3yyenne paHHOW y4uyeOHOW AMCHUIUIMHBI HampaBleHO Ha (GOpPMUPOBAHUE Y
00y4JarOIIUXCsl CIEAYIONUX KOMITETEHITUH:



KO,Z[ W HAUMCHOBAHUC MHUKATOpA
JOCTHIXXCHH A KOMIICTCHIIMH

PCBYHBTaTbI 06yqu1/151 10 AUCHUIIIIUHE

YK 1. CniocoGeH ocymecTB/IsSITh NOMCK, KPUTHYECKUI aHAJM3 U CHHTe3 MHopManuu,
NPUMEHSATh CHCTEMHBIH MOIX0/ 1JIsl pellleHUs NOCTABJEHHBIX 3a/1a4

NVYK-1.1. OcymiecTBisieT OUCK
HeoOxoauMoi nHpopMannu, Onupasch
Ha pe3yJIbTaThl aHAIN3a OCTaBICHHON
3a7a4un

3HaeT KaK HaWTH HH(OpMAIHIO, OIUPasICh Ha
pe3yJIbTaThl aHAJIN3a IOCTABJICHHOM 33/1a4H.

YMeer uckatb He0OXOAUMYIO HH(OPMAIIHIO,
OIUPAsCh Ha PE3yJIbTAThl aHAJIM3a TOCTABICHHON
3a7a4u

Braneer meTogamu noncka HeoOX0MMOM
uHpopManuu

YK 2. Cnioco0eH onpeaejsiTh KPYr 3a1a4 B paMKaxX NOCTABJIEHHOM LeJIU M BLIOUPATH
ONTHMAJIbHBIE CTIOCOOBI UX PellleHNsl, UCXOIH U3 AeHCTBYHIIUX MPABOBBLIX HOPM,

HMEIOLINXCSl PecypcoB M OrpaHHYeHHil

NVYK 2.1. IlonnmaeT cyuHoCTh
MIPaBOBBIX HOPM, II€JIU U 3a/1a41
HOPMAaTHBHBIX ITPABOBBIX aKTOB

3HaeT ¥ ITOHUMaeT IIPUHIUIIBI IIPOBCACHU A
JOKYMCHTHOI'O ayauTa, KaK ITPOCKTA.

YMeeT Ha3BaTh 3Talbl JOKYMEHTHOI'O ayAUTa U
PacKpbITh UX COJIEp/KaHUE.

HMMmeet HaBBIK IIpaBOBLIX HOPM, LCJIHU U 3aJa491
HOPMATHUBHBIX I[TPABOBLIX AKTOB.

NVYK 2.2. OcyniecTBiseT IOUCK
HE00X0IMMOI TTPaBOBOW MH(POPMALIUU
IUIsl peLIeHus TpoQecCuOHAIbHBIX
3a1a4

3HaeT nepeyeHb MEPONPUATUI JOKYMEHTHOTO
ayJIMTa, BKIKOYAEMBbIX B IPOTPAMMY ACUCTBUI.

Brnazgeer o1ieHKOM TOKYMEHTHBIX PUCKOB B
OpraHu3aIuu.

Mmeet HaBBIK TOUCKA HEOOXOIUMOW IPaBOBOM
uHOpPMALINK IS peIIeHHsI TPO(HECCHOHATBHBIX
3a1a4

IIK 4. CniocofeH ocymecTBJIsITH paGoThI 0 NPOEKTHPOBAHMUIO U BHEIPEHHIO CHCTEMbI
3J1eKTPOHHOI0 I0KYMEHT0000poTa B c(hepe TOKYMEHTALMOHHOIO YIIPABJICHUSA

OpraHu3anuu

HUIIK 4.1. YuactByeT B paboTte 1o
MPOCKTUPOBAHUIO M BHEIIPEHHIO
CHCTEMBI DJIEKTPOHHOTO
JOKYMEHT000opoTa B cdepe
JOKYMEHTAIMOHHOTO YIPABJICHUS
OpraHH3aluu

3HaeT METO/Ibl aHAJIN3a COCTOSIHUSI CHCTEMBI
JIOKYMEHTAllMOHHOTO 00eCIieueHNUs yIpaBICHUs
OpraHM3alyi U IOHUMAET UX COACPKAHUE.

Braneer kpuTepusiMu U IOKa3aTeNIsIMHA OIEHKH
COCTOSIHUSI CUCTEMBI JOKYMEHTAlHOHHOTO
obecrieueHus yrpaBieHuUsl OpraHu3aIiu

Mmeet HaBBIKK PaOOTHI O MPOSKTUPOBAHUIO U
BHEJIPEHHUIO CHCTEMBI AIEKTPOHHOTO
JIOKYMEHT0000poTa B c(hepe JOKYMEHTAIHOHHOTO
yIpaBJIeHUs] OPraHU3alNH

UIIK 4.2. CriocobeH npuMeHsTh
CHCTEMBI HJIEKTPOHHOTO
JOKyMEHTO000poTa B cdepe
JOKYMEHTAITMOHHOTO YIIPABIICHHS
OpraHu3aIu

3HaeT CyIHOCTb METOI0B ONITUMHU3ALIUN
YIPaBIEHYECKOT0 TOKyMEHTO000pOTa
OpraHu3aIu

VYMeer Ha3Bath TPAAUIIUOHHBIE MEPEI 11O
ONTUMM3AINH YIPABIEHIECKOTO
JIOKYMEHTO000POTa OpraHu3aIiu

Brnazgeer cuctemamu 3J€KTPOHHOTO
JIOKyMEHT0000poTa B chepe JOKYMEHTAITHOHHOTO
YOpaBlIeHUs] OPraHU3aINH




Conep:kaHue IMCHUTIMHBI
Pacnpenenenne BuaoB yueOHOM pabOThI U MX TPYIOEMKOCTH IO pa3jieiaM AUCUUIUINHBL

Pazpaenbl (TeMbl) TUCHUIUIMHBL, U3y4aeMbie B 7 ceMecTpe (ouHas (hopma oOydeHHS)

Ne HaumenoBanue pa3nenos (Tem) Bcero KonnuecTBo yacos
AynutopHas Bueaynu-
pabota TOpHast
pabora
J_ |13 | JIP CPC
1 2 3 4 5 6 7
Pa3zgen 1. OcHoBBI ayauTa M ayAUMTOPCKOIi
AeSITeIbHOCTH
1 | OcHoOBBI ayiMTa: CYIIHOCTb, IIEJIM U 33/1a41 6 2 2 2
2 | HopmatuBHBIE  aKkThl, periaMeHTHpyomue | 12 2 2 8
npoBe/ieHue aynuTa. Bujpl ayaura
Pasnen 2. Konuenuus ayaura B
JIOKYMEHTOBE/ICHU U
3 | [InanmpoBanue, opraHu3amuss ©W mpoBeneHue | 14 2 4 8
ayJuTa. DTarnbl IPOBEICHHS Ay IUTa
4 | OuenHka pe3yibTaToB IpoBeneHus ayauta chepe | 14 2 4 8
JIOKYMEHTAIIMOHHOTO 00ECIICUCHHSI
5 | Hoxymenranust aymuta. [lopsmok odopmienus | 16 2 6 8
JIOTOBOPOB Ha NIPOBEJICHUE ayIUTA
6 | Texnonoruu ayauTa B chepe | 16 2 6 8
JIOKYMEHTAI[AOHHOTO o0ecrieueHus.
OcoOenHoctu ayuTa KaJpOBOTO
JIeJIONIPOU3BO/ICTBA
Pa3nen 3. AyTCOpPCHHT B IOKYMEHTOBE/IeHUHU
7 | ®opMbI ayTCOPCUHTA 12 2 4 6
8 | [lonsitue, 1enM, TMpakTUKAa HUCHOIB30BAHUS 12 2 4 6
aytcopcunra B Poccun
HUTOI'O no pasderam oucyuniunbsi 104 16 | 34 54
KonTpons camocrositenbHoi pabotsl (KCP) 4
[Tpomexyrounas artectanus (MKP) 0,3
[ToAroToBKA K TEKYIIEMY KOHTPOJTIO 35,7
OO61mas TpyJ0€MKOCTh MO JUCITUILIINHE 144

[Tpumeuanue: JI — nexmuu, [13 — npaktudeckue 3austus / cemunHapsl, JIP — maGoparopHbie
sanstusi, CPC — camocTosiTenbHast paboTa cTyAeHTa
KypcoBbie padoThi: He pexycMOTPEeHbI

(I)opMa NMPOBCACHUSA AaTTECTAIIMHA IO JUCHUIIIMHE: IK3aMEH

ABTOpP: J0LEHT Kadeapsl OOIIero, CTpaTeruueckoro, WH(GOPMAIMOHHOTO MEHEKMEHTa WU
OM3HeC-TpoIIecCOB, KaHAMIAT 9KOH. Hayk XKnanosa I0.A.



