AHHOTANUA K pado4yeil NPOrpaMMbl IUCHUIIIHHbBI

«b1. B.03 [lokyMeHTOBe/AeHHE H JOKYMEHT0000pOT)

O0BbeM TPYI0eMKOCTH: 2 3a4CTHBIC CIHHUIIBI

Heap nucHuMIuHbL: GOPMHUPOBAHUE Y CTYJCHTOB TCOPETUUYSCKUX 3HAHUN U MPAKTUICCKUX OC-
HOB CO3/IaHUS JOKYMEHTOB YIIPaBIICHUS; TPAaMOTHOH 1 3 ()EeKTUBHOW OpraHU3aIi COBPEMCH -
HOTO JICJIONPOU3BOACTBA U IOKYMEHTOO00POTA HA MPEANPUATUAX U B OpraHu3anusx, GopMupo-
BaHHE MPEJICTABIICHUS 00 SJIEKTPOHHOM JIOKYMEHTE KaK O HOBOW CYITHOCTH B MPABOBBIX OTHO-
LIEHUSX, IPEIOCTAaBICHUE CTYIEHTaM CUCTEMaTU3UPOBAHHOTO MOAX0/1a K MPpoOsieMe UCIOIIb30-
BaHMS CUCTEM DJIEKTPOHHOTO AoKyMeHTooOopoTa (D/10) n nndopmarmonnsix cuctem (MC) na
OCHOBE TPEJICTABJIEHHBIX 0a30BHIX CBEIACHUI.

3agaum IMCUMILUTHHBI: CPOPMHUPOBATH Y CTYJACHTOB IE€JI0CTHOE TOHUMAHKUE PA3BUTHUS JOKYMEH-
TOOOOPOTA, TaTh CTY/IEHTAM OCHOBHBIE MPEJICTABICHUS O TEOPETUICCKUX M MPAKTHIECKUX
HaIpaBJIEHUAX PA3BUTH TOKYMEHTOBECHUSI OPTaHU3aIMH KaK OTKPBITOM CHUCTEME, 3aKOHaX €
(G YHKIIMOHUPOBAHUS, & TAK)KE MPHUOOPETCHNE YMEHUN B YAaCTH aJaNTaIli OPTaHU3aIlui K U3Me-
HEHUsM BHelIHel cpenpl. [loyuuTs npeacrasienue o crenu@uke IeKTPOHHOTO JOKYMEHTO -
oboporTa.

MecTo IMCHUIIMHBI B CTPYKTYpe 00pa3oBaTeIbHOM MPOrpaMMbl

JucuumnuHa «JlokyMeHTOBeIeHnEe U JOKYMEHTOO00pOT» OTHOCUTCS K YacTH, popMHUpyeMoit
y4acTHHKaMU 00pa30BaTeNIbHBIX OTHOIIEHUH bioka 1 "Iuciumiuas! (Moayimn)" yueOGHOTO
wiana. M3yuenue nucHuIUInHbI 0a3UupyeTcsl Ha 3HAHUSX MPEANISCTBYIOIIUX AUCHUIIINH, TAKUX

Kak: «DUHAHCOBBIN Y4€T U OTUETHOCTDY, ((HpO(i)eCCI/IOHaJ'IBHBIe KOMIIBIOTCPHEIC IIPOIrpaMMBI»,

«DKOHOMHKA OpTraHu3alui (MpeanpusaTus)», «OuHaHCOBas IPaMOTHOCTHY, «MHpOpMaIIMOHHO-
KOMMYHHKAITIOHHBIE TEXHOJIOTUH B MPOPECCUOHANBHOMN AeATeIbHOCTHY, K Opranu3amus npous-
BOJICTBaY, «['paxaanckoe MpaBo», a TAKKE YIS MOCIETYIOIUX JUCIUILINH, A1 KOTOPBIX JIaH-
Hasl JUCLMILTNHA SIBISIETCS MPEALISCTBYIONIEH B COOTBETCTBUU C YUCOHBIM IIJIAHOM, TAKHE KaK:

«MeHeKMeHT», «MapkeTHHI», «YIIpaBIeHHE IIEPCOHANIOM», « JDKOHOMHUKA Tpyaar, «Hopma-

TUBHO-IIPABOBOC PEryJIMPOBAHUC HpeI[HpHHI/IMaTeHBCKOﬁ ACATCIIBHOCTHU ».



Tpeﬁonaﬂnﬂ K YPOBHIO OCBOCHUSA TUCHUIIJINHBI

N3ydenne naHHOW y4eOHOU NMCIUIUIMHBI HAmpaBieHO Ha (GopmupoBaHHE y 00ydaro-

IUXCA CICAYOIMUX KOMHGTGHL[I/If/'Ii

Kon 1 Haumenosanue
HUHIUKaTOpa* NnOCTH-
JKEHUST KOMIIETEHI[MHU

Pe3ynbrarhl 00yueHus MO TUCIUILIMHE

MK-1CnocobeH ocyecTBIIsATh TAKTUIECKOE YIPaBIeHUE MPOIECCaMU TJIAHUPOBAHUS M OpraHU3aIN
IIPOM3BO/ICTBA HAa YPOBHE CTPYKTYPHOIO TOpa3/IeNeHus IPOMBIIIJIEHHON opraHu3anuu (oTaena, nexa)

HIIK-1.2 Pa3pabatsi-
BaeT OPraHU3aIMOHHO-
VIpaBICHYECKYIO J10-
KYMEHTAIIHUIO C HC-
MOJIb30BaHUEM COBpE-
MEHHBIX TEXHOJIOTHH
3JIEKTPOHHOTO JIOKY-
MEHT0000pOTa

3HaeT: MOpsI0K Pa3pabOTKU OPraHU3ANMOHHBIX CTPYKTYpP OpraHHU3aIIHH, 110-
JIOKEHUH O MOAPA3ACIECHUAX, TOJKHOCTHBIX MHCTPYKIUN TPOMBIIIIICHHON
opranuzanuu (0Taena, mexa)

3HaeT: HOPMATHUBHBIC IPABOBBIE aKThI, METOIUUECKHAE MATEPHUAIIBI 110 pa3pa-
00TKe OpraHU3aI[MOHHO-YIIPABICHYECKON JJOKYMEHTAI[UH C UCIIOh30BaHUEM
COBPEMEHHBIX TEXHOJIOTHI AJIEKTPOHHOI'0 JJOKyMEHTO000pOTa

YMeer: npuMeHATh HOpMaTUBHO-TIPABOBBIE AKThl U METOAUYECKUE MATEPU-
aJIbl 1 COBPEMEHHBIE TEXHOJIOTHH OPTaHU3AINH TOKyMEHTO000pOoTa
MIPEANPUATANA U OPTaHU3AMMH TP pa3paboTKe OPraHN3aIlnOHHO-YIIPaBIICH-
YECKOW JIOKYMEHTAIUH.

YMeer: npuMeHATh HOPMAaTUBHO-TIPABOBBIE AKTHI MPU OCYILECTBIEHUH BeJle-
HUS JIEJIONPOU3BOJICTBA

Bnaneer: HaBbIKaMu COCTaBIICHUS U OPOPMIICHHUS OpTaHNU3aI[MOHHO-YTIpaB-
JIEHYECKOM JOKYMEHTALUU C UCIIOJIb30BAHNEM COBPEMEHHBIX TEXHOJIOTUI
3JIEKTPOHHOTO JIOKYMEHTO000pOoTa

Bnaneer: HaBBIKaMH IOKyMEHTO000POTA 1O (QOPMHUPOBAHUIO UTOTOBBIX JIO-
KYMEHTOB, XPaHEHHUIO, apXUBUPOBAHUIO OPTaHMW3ALMOHHO-YIIPaBIEHUYECKOH
JOKYMEHTaIN

MK-2 Crioco6eH ¢popMUpOBaTh U MTPOrHO3UPOBATH [IEHBI HA TOBAPHI, PA0OTHI M YCITYTH

HUIIK-2.2 Pa3pabaThbi-
BaeT OPraHU3aIMOHHO-
YIpaBIEHIECKYIO J10-
KyMEHTAIHIO C HC-
MTOJTE30BAaHUEM COBpE-
MEHHBIX TEXHOJIOTHI
3IIEKTPOHHOTO JIOKY-
MEHTO000poTa

3HaeT: TpeOoBaHUS 3aKOHOAATENbCTBA Poccuiickoit demepaniy 1 HOpMaTHB-
HBIX TIPABOBBIX aKTOB, PETYIHPYIOMINX TPOTHO3NPOBAHUE U DKCIIEPTURY IIEH.

3HaeT: HOPMAaTUBHBIE IPABOBbIE AKThI, METOANYECKUE MaTEepHaJIbl 10 pa3pa-

00TKe OpraHU3alIOHHO-YIIPaBIEHUYECKOH, OpraHN3allHOHHO-TEXHUYECKONH U

OpraHU3allMOHHO-9)KOHOMUYECKYIO JOKYMEHTALUH C UCIIOIb30BAHNEM COBpE-
MEHHBIX TEXHOJIOTHH 3IEKTPOHHOIO JOKYMEHTO000pOTa

VYMmeer: pa3pabaTeiBaTh OPraHU3aIMOHHO-TEXHHYECKYIO U OpTaHH3aOHHO-
SKOHOMHYECKYIO JOKYMEHTANHI0 (TpaduKu paboT, MHCTPYKIIHH, TIJIaHbI,
CMETBI, OIO/KETHI, TEXHUKO-9KOHOMUYECKHE 000CHOBAHHS, YACTHBIC TEXHH-
YeCKHe 3a/IaHMs1) U COCTABIISTh YIPABIECHYECKYIO OTYETHOCTD 110 YTBEPIKIACH-
HBIM (popmam.

Bnaz[eeT: HaBbIKaMM COCTABJICHUA U O(l)OpMJ'IeHI/IH OpPraHu3alMOHHO-YIIPaB-
HeH‘IeCKOﬁ, OpFaHI/I3aLII/IOHHO-3KOHOMH“I€CKOI‘/JI JAOKYMCHTAIMU C UCII0JIb30Ba~
HHUEM COBPEMCHHBIX TEXHOJIOTHUH QJICKTPOHHOI'O I[OKYMGHTOOGOPOTa.

Bnaz[eeT: HaBbIKaMH ,Z[OKYMGHTOO60pOTa oo CI)OpMI/IpOBaHI/IIO HUTOIOBBIX O0-
KYMCHTOB, XpPAHCHUIO, ApXUBUPOBAHUIO Opr aHI/I3aHHOHHO-ynpaBJ’ICH‘leCKOﬁ,
OpFaHI/IBaLII/IOHHO-SKOHOMI/ILIeCKOﬁ AOKYMCHTAIHHU.




Conepmaﬂne JAUCHMIIIMHBI:

Pacnpenenenue BuI0B yueOHOH pabOTHI M UX TPYIOEMKOCTH IO pa3aeaM AUCIUIITHHBI

(ounas popma oOyyeHus).

KonnyectBo yacos
Baea-
A -
Ne HaumenoBanue pa3zaenos (Tem) YAUTOPHAZ | YAHTOP
Beero pabota Has pa-
6ora
J | 113 | JIP CPC
1. JIOKyMEHT U cucTeMa TOKYMEHTAUU IPEAPUATHS 8 2| 2 - 4
5 CocraBieHue 1 0OpMIIEHHE OCHOBHBIX JOKYMEHTOB 158 | 4| 4 i 78
MPEPHSITUS
3. JlenoBsle 1 KOMMEpPYECKHE NACbMa 8 2| 2 - 4
4 Opranuzanus paboThl ¢ JOKYMEHTaMHU M0 JTUYHOMY 1 |lal 4 i 5
' COCTaBy
OCHOBHBIE TIOHTHS JIEKTPOHHOTO JOKYMEHTO000POTA.
5 (HopmatnBHO-npaBoBas 6asa SMEKTPOHHOTO JOKyMEHTO- 14 | a4l 4 6
obopoTta
Opranuszanus 10KyMmeHT0000poTa. Opranu3anus
G, |PETMCTpAIMH IOKYMEHTOB 1 KOHTPOIb HCTIOMHEHHS 3 5| - 4
" |moxymeHTOB. OpraHu3anus OrnepaTuBHOTO XpPaHECHUS
JIOKyMeHTOB. @opMupoBaHUE AEI.
HUTOI'O no pazdenam oucyuniumsi 67,8 | 18 | 18 - 31,8
KonTtpons camocrositensHOM padoTsl (KCP) 4
[Tpomexxyrounas arrecranus (MKP) 0,2
Kontponb
OOw1ast TpPyOEMKOCTb 0 AUCLMILUINHE 72
Pacnpenenenue BuoB yueOHOH pabOThl M UX TPYOEMKOCTH I10 pa3zeaaM IUCLUIIUHBI
(ouHo-3a04Hast dopma 0OyueHUs).
KonnyectBo yacos
Bueaynu-
AynurtopHas
Ne HaumenoBanue pasnenos (Tem) 5 ropHas pa-
aboTa
Bcero p Gota
J (113 |JIP| CPC
1. | JIOKyMeHT U cucTeMa JOKyMEHTAIluU IpeAnpHUsITHS 10 2| 2| - 6
CocraBnenue 1 0popMIICHHE OCHOBHBIX JJOKYyMEHTOB
2. $op ™ 178 | 2| 2| -] 138
PEaNPUATHS
3. | JlenoBele © KOMMEpUYECKHE TUChbMa 10 2| 2| - 6




" Opranuzanus paboTel C JOKYMEHTaMH 110 JIMYHOMY CO- 10 5 | 6
CTaBy
OCHOBHBIE TIOHATHS AIEKTPOHHOTO JJOKYMEHTO000-
5. | pora. HopmaruBHO-1IpaBoBas 6a3a SIEKTPOHHOIO J10- 10 2| 2 6
KyMEHT0000poTa
Opranuzanus J0KyMeHTo000poTa. OpraHu3amus peru-
g, | CTPALMH JOKYMEHTOR U KOHTDOJI: HCHO/HCHNA JOKY- 10 s | o 6
" | mMenToB. OpraHu3anus oNepaTUBHOTO XPaHEHHUS JTOKY-
MEHTOB. POPMUPOBAHHE JIEIT.
7. | UTOI'O no pazoenram oucyuniumol 67,8 | 12| 12 43,8
8. | Kontpomas camocrosrenbHoit padotsr (KCP) 4
9. | Ilpomexyrounas arrecramus (IKP) 0,2
10. | KonTposb
11. | OOGmas Tpya0€MKOCTh MO TUCIIUTUINHE 72

KypcoBbie padoThbl: HE IPETYCMOTPEHBI

(I)opMa MPOBECACHUA ATTECTALMA 110 JTUCHUIIVIMHE: 3a4Y€T

ABTOp KaH/I. 5KOH. HayK, nonieHT IlaBnenko M. A.
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