AHHOTanus K pabodei mporpaMMe JUCIUTILTAHBI
« B1.B.01 JlokyMeHTOBeAECHHE U 1€JOBOH JTOKYMEHTO000POT»

(KOO U HAUMEHOBAHUEe OUCYUNIUHDL)

O0beM TPYI0EMKOCTH: 2 3a4ETHBIX €IMHUIIBI

Henas aucommiuebl: Llens OCBOGHMS IUCHUILIMHBI 3aKIKOYAETCS B OBJAJACHUM TEOPUEH U
MPAKTUKOW TIpolecca JOKYMEHTAIMOHHOTO OOeCIeYeHHsI Ipolecca YIpaBlIeHUs OU3HECOM
MEXaHUYECKUM U JJIEKTPOHHBIM CHOCOOAaMM Ha OCHOBE TpeOOBaHUN HOPMATHUBHO-IPABOBBIX
JIOKYMEHTOB.

3agaum IMCHUILIMHBI:

— 00yYeHHE CTYACHTOB 3HAHMSM, YMEHHUSM U HaBbIKaM, HEOOXOIAMMBIM B paboTe ¢
JIOKYMEHTaMHU;

— BBIPabOTKA y CTYACHTOB CTPOrOr0 W HEYKOCHHTEIHHOTO COOJIIOJICHUS TMPHUHIIMIIOB
OpraHu3aIu JOKYMEHTO000pOTa, B TOM YHUCIE C MOJpa3/eieHUsIMA OpraHU3aluu, BEAYITUMU
OyXraiaTepckuii yuer;

— IPUBUTHE MTPAKTUICCKUX HABBIKOB PA0OTHI CO CITY)KEOHBIMU JIOKYMEHTAMU;

— TOJy4YeHHe, COCTaBJCHHE, M3rOTOBJICHUE, O(OpMIICHHE, Y4eT, OTIpPaBKa, XpaHEHHE,
nepeaaya 1 yHUUTOKEHUE JOKYMEHTOB U MaT€pUaoB;

— o0y4yeHHE TpaBWIaM COCTABJICHUS, O(OPMIICHHS W HCIIOJIB30BAHUS JIOKYMEHTOB,
CBSI3aHHBIX C JI€ATEIbHOCTBIO MIPEANPUATHI, B TOM YHCIIE€ C BHEIIHEIKOHOMUYECKOM;

— O3HAKOMJICHUE CTYACHTOB C OOIIMMU MPUHIIMIIAMH JOKYMEHTAI[MOHHOTO 00€CTICUeHUS
JESATSIIbHOCTH MPEANPUATHS, C TTOPSIKOM JOKYMEHTHPOBAHUS HHPOPMAITUH;

— o0ydeHue cucreMaTu3aiuy HHGOpMalUY 0 KaTeropusiM M YPOBHSAM JOCTYIA K HEl;

— O3HAKOMJICHME C OpraHu3aliedl palMuoHAJIbHOTO JBWXKEHUS JOKYMEHTOB Ha
MPEANPUSITHH, B TOM YHUCII€ C KOHLETIIMEH CO31aHusl JIEKTPOHHOTO ouca;

— oOyueHue KadyeCTBEHHOM U ObICTpoil 00paboTke uWHPOpMaLUKM B  LEIAX
CBOEBPEMEHHOT'O MPUHSITHS COOTBETCTBYIOIINX YIPABICHYECKUX PEIICHUH, YCBOCHUIO TTPABUI U
dbopM e0oBOM U KOMMEPUYECKOU MEePENHICKY;

— BbIpa0OTKa yMeHHs padoTaTh C MaTeprallaMy OTPAHUYEHHOTO JOCTYIIA.

MecTo IMCHUIIMHBI B CTPYKTYpe 00pa30BaTe/ibHOI NPOrpaMMbl

Hucuumnuna «b1.B.01 JlokymeHTOBeIeHHE U AETOBON TOKYMEHTOOOOPOT» OTHOCUTCS K
yacTu, (GopMuUpyeMol ydJacTHHKaMHM oOpa3oBaTelbHbIX OTHOIIeHWH bioka 1 «Juciuminab
(Momynu)» yuyeOHOro miaHa. B cooTBeTcTBUM ¢ paboyuM y4yeOHBIM IUTAHOM JUCIUILIMHA
u3ydaercs Ha 2 Kypce 0 O4YHOM M Ha 2 Kypce 1O 3a04HOM ¢opme oOyueHus. Bupg
MIPOMEXKYTOUHOM aTTECTAllMU: 3a4eT.

JuctunnuHa 0a3upyeTcss Ha 3HAHUAX, MOJYYEHHBIX CTYICHTaMH B paMKaX OCBOCHMS
qucuurinH:  «KOMIBIOTEpHBIA MPaKTUKyM», «MHpOBas SKOHOMHMKAa W MEXKIyHapOJIHbIE
SKOHOMHUYECKHE OTHOUIEHUS», «PyCCKHIl SA3bIK MU OCHOBBI JEJIOBBIX KOMMYHUKalui», «Teopus
OyXTrajaTepcKoro yderay, «MHpOpMaIIIOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUH B
MpOoPECCHOHAIBHON JEATEILHOCTHY U SBJISICTCS 0a30¥ IS M3ydeHUs] Ha CIEAYIONINX Kypcax
JUCHUIIINH: «MeHeIKMEHT», «YIPABICHUECKUI yUeT».

TpeOoBaHKs K YPOBHIO OCBOCHUS TUCHMIIIMHBI

N3ydyenne panHOW y4yeOHOM [AHUCUUIUIMHBI HAMpaBiIeHO Ha (QOPMHUPOBAHUE Y

00yJarONUXCs CICTYIOMNX KOMITETCHITN

Kona n naumeHoBanue
WHAWKATOpa* MOCTIKEHUS Pe3ynbpTarhl 00yueHUs MO JUCIMILTHHE
KOMIIETEHIIUHA

IIK-1 Cnocobden OCYIIECTBJIATHD BHCHITHEIKOHOMUYECCKYIO 1€ATECJIbHOCTD




WIIK-1.1 Pa3pabatsiBaeT u
UCIIOJIb3YEeT HHCTPYMEHTApHI
JOKYMEHTOBEACHHS U ICIIOBOTO
JIOKYMEHTO000pOTa ISt
peLICHUs MOCTABIICHHBIX 33/1a4

3naet: 3akoHoaTenbCTBO Poccuiickoit @enepannu B o0s1acTn MaTepHanbHO-
TEXHHUYECKOTO 00ECTICUeHHMS, IEONPOU3BOICTBA;

3naet: CTpyKTypy, MPUHIUIIBI, THCTPYMEHTAPHI TOKYMEHTOBEICHUS U
JIETIOBOTO IOKYMEHTOO00pOTa OpraHu3anni, a TaKKe pa3paboTKu 1
oopmIIeHHS] TOKyMEHTAINH;

VYmeer: PazpabareiBaTh ¥ BHEAPATH JIOKAIbHBIC HOPMATHBHBIE aKThI U
peraMeHTHPYIOIINE JOKYMEHTHI O0IIETO XapakTepa U 1Mo (PyHKIHOHATIBHOMY
HaIpaBJICHUIO JEATEIbHOCTH;

VYwmeer: PazpabaTeIBaTh 1 HCIIOMB30BATh HHCTPYMEHTAPHI TOKYMEHTOBEICHUS
U JIJIOBOTO JIOKYMEHTO000pOTa OpraHu3aluy, B TOM YHCIIE 110
BHEIIHEAKOHOMUYECKOH e TeIbHOCTY;

Tpynosoe neiictue: OGopMisieT JOKYMEHTAIHIO, B TOM YHCJIE 10
BHEIITHEOKOHOMHUYECKOI JIEATEILHOCTH B COOTBETCTBUH C TPEOOBaHUAMH
3aKoHOJaTenbCTBa Poccuiickoit denepay 1 MEKTyHApOIHBIX aKTOB;

Tpynosoe neiicteue: Mcmnonp3yeT KOMIBIOTEPHBIE IPOTPAMMBI JUTS BEICHHS
yueTa, CHCTeMaTH3alluK U aHaJIN3a JaHHbIX, COCTaBJICHUs 0a3 TaHHBIX, BEICHUS
JIOKyMEHTO0000pOTa, CIIPABOYHO-TIPABOBBIE CUCTEMBI, PECYPCHI
nH(pOpPManNOHHO-TEIEKOMMYHUKAIMOHHOH ceTn «IHTepHET», OPITEXHUKY.

ConepixaHue JUCHHUILINHBI:
Pacripenenenuie Bu1oB yueOHOM pabOTHI M UX TPYIOSMKOCTH IO pa3JieiaM JUCITUILIAHBI.
Pasnensl (TeMbl) TUCHUIUIMHBL, U3ydaeMble B 3 cemectpe 2 (Kypce) (ouHas Gopma 00ydeHwsl)

KommuectBo yacos
AynuTopHas Breaynut
Ne HanmenoBanue paznenos (Tem) opHast
Bcero pabota pabora
J I13 JIP CPC
[Ipeamer, coneprkanue U 3aJadu Kypca JOKyMEHTOBEACHUE U 4 1 1 5
1. |nenoBoii JOKyMeHTOOGOPOT
2 JIOKYMEHTHI U TIpaBUIIa MX 0(YOPMIICHUS 7 2 2 3
3 OpraHu3anuoHHO-TIPABOBBIC TOKYMEHTHI 7 2 2 3
4 PacnopsinuTenbHbIe TOKYMEHTBI 6 2 1 3
5 JlokyMeHTUpOBaHHE AEATEIbHOCTU KOJJIETHAIBHBIX OPraHoB 6 2 1 3
WHdopMalmoHHO-CIIPaBOYHbIE JOKYMEHTBI
6 6 2 1 3
7 ConpoBoanTEIbHBIE JOKYMEHTHI 6 1 2 3
Odopmienue, 00paboTKa U XpaHEHHE TOKYMEHTAIIUH TI0
BHELTHEAKOHOMHYECKO#1 JIeTeIbHOCTH B COOTBETCTBUH C 58 1 1 38
8. TpeOOBaHUAMHU 3aKOHOIaTeIbCcTBa Poccuiickoii denepanmu u ' ’
MEXAyHapOIHbIX akTOB. COBpEMEHHOE JIeJI0BOE IIMChMO
9 JIOKyMEHTBI KaIpOBOH M OyXTanTepcKoi cityXObl 4 1 1 2
10. |Opranusanms paboThI C JOKyMEHTaMH 4 1 1 2
11 ABToMaTu3anus JOKYMEHTO000pOTa 4 1 1 2




JloxyMeHTO060pOT B OPraHU3aLiK U YIIPABICHHU OH3HEC- 4 1 1 2
12, |nponeccamu
13, Cnyx0a TOKyMEHTalHOHHOTO 00ECTICUCHHS yTIPABIICHHS 4 1 1 2
HUTOI'O no pasoenam oucyuniurvl 67,8 | 18 16 33,8
Konrpons camocrositensHoi pabotsl (KCP) 4
IIpomexyrounas arrectanus (MKP) 0,2
IoAroToBKa K TEKYIIEMY KOHTPOJIIIO
OO0mast TPyZOEMKOCT TT0 JUCTIATUTHHE 12
[Mpumeuanue: JI — nexkumm, [13 — mnpakTuueckue 3anatus / cemuHaps, JIP —

naboparopusie 3aHsaTus, CPC — camocToarenbHas paboTta CTyJAeHTa

Paznensl (Tembl) AMCHUIUIMHBI, U3ydaeMble B 3 cemectpe 2 (Kypce) (ouHO-3a04yHas ¢opma
o0yueHus)

KonugectBo yacos
AynutopHas Bueayu-
No HanmenoBanue pa3zienoB (Tem) TOpHas
Bcero pabora pabota
J I13 JIP CPC
[Ipeamer, coneprkanue U 3aJadu Kypca JOKyMEHTOBEACHUE U 3 05 05 9
L JIeTI0BOM JTOKYMEHTO000POT ' '
2 JIOKYMEHTHI U TIpaBUIIa MX 0(YOPMIICHUS 5 1 1 3
3 OpraHu3anuoHHO-TIPABOBBIC TOKYMEHTHI 6 1 1 4
4 PacnopsinurenbHble TOKYMEHTBI 6 1 1 4
5 JlokyMeHTHpOBaHUE eATEIbHOCTH KOJIETHAJIbHBIX OPTaHOB 6 1 1 4
6 MubopmannoHHO-CIIPaBOYHBIE JOKYMEHTHI 6 1 1 4
7 ConpoBoauTeNbHBIE JOKYMEHTHI 6 1 1 4
OdopmiteHne, 00paboTKa 1 XpaHEHUE TOKYMEHTAIIUH I10
BHELTHEAKOHOMHYECKO#1 JIeTeIbHOCTH B COOTBETCTBUH C
8 N 58 1 1 3,8
. TpeboBaHUsIMH 3aKOHOIaTesIbcTBa Poccuiickoit ®enepannu n
MEKAyHapOIHBIX akTOB. COBpEMEHHOE I€JI0BOE ITMCHMO
9 JIOKyMEeHTBI KaIpOBOH M OyXTanTepcKoi CiTyXObI 5 1 1 3
10. |Opranmsauus paboThI C JOKyMEHTaMH 5 1 1 3
11 ABTOMAaTH3aIUs JOKYMEHTOO00pOTA 5 1 1 3
JIOKyMEHTOO0OpOT B OpraHU3aIMH U YIPaBIeHUN OU3HEC- 5 1 1 3
12, |npoueccamu




13 Ciryx6a JOKYMEHTallMOHHOTO 00ecTieueH s yIpaBICHHs 4 0,5 0,5 3

HUTOI'O no pasoenam oucyuniurvl 67,8 | 12 12 43,8
Konrpons camocrositensHoi pabotsl (KCP) 4
IIpomexyrounas arrecrauus (MKP) 0,2

IToaroroBka K TeKymeMy KOHTPOIIIO

OO01m1ast TPyZOEMKOCTH 110 TUCTIATUTHHE 12

[Mpumeuanue: JI — nexkumm, [13 — mnpakTuueckue 3anHatus / cemuHaps, JIP —
nabopatopusle 3anaTusi, CPC — camocrosTenbHas paboTa CTyAeHTa

KypcoBbie padoThl: (1e npedycmompena)
®opma npoBeeHUA ATTECTALUM N0 AUCHUILINHE: (3auem)

Agtop: Kitemera FOmust CepreeBHa KaH/I. 9KOH. HayK, TOIEHT Kadeapst MOuM.



