AnHOTanMs K paboyeil mporpaMme ITUCIUTUTAHB
«b1.B.01/lokyMeHTOBeIeHHE U 1eJ0BOH JOKYMEHTO000POT»

(K00 U HauMeHoB8aHue OUCYUNTUHbL)

O0beM TPYA0EMKOCTH: 2 3a4ETHBIX SIMHHIIBI

Heapr aucuumiavHbl: Llenp OCBOEHHS IUCHMIUIMHBL 3aKJIIOYAECTCS B OBJIAJACHUU TEOPUEH U
MIPAKTUKOHN TMpolecca JOKYMEHTAIMOHHOTO OOECIeUeHHs IpoIecca YIpaBICHUS OH3HECOM
MEXaHUYECKUM M DJIEKTPOHHBIM CIIOCOOaMH Ha OCHOBE TpeOOBaHUK HOPMATHUBHO-TIPABOBBIX
JIOKYMEHTOB.

3agaum QM CUMILTHHBI:

— 0o0y4YeHHE CTYICHTOB 3HAHHSIM, YMCHHSIM W HaBbIKaM, HEOOXOAMMBIM B pabore ¢
JOKYMEHTaMHu;

— BBIpA0OTKa y CTYIEHTOB CTPOTOrO0 M HEYKOCHUTEIHHOTO COOJOJIEHUS MPUHIIUIIOB
OpraHu3aIi JOKyMEHTOO0OpOTa, B TOM YHUCJIE C MOJPA3ACIICHUSIMU OPraHu3aIii, BeIyIIUMH
OyXranTepckui yuyer;

— MPUBHUTHE MPAKTHUECKUX HABBIKOB Pa0OTHI CO CITYy>KEOHBIMHU JJOKYMEHTAMH;

— TIOJIyYE€HHE, COCTaBJIEHWE, M3TOTOBJIEHUE, O(QOPMIICHHE, y4eT, OTIpaBKa, XpaHECHHE,
nepeaada U YHUYTOXKEHHUE TOKYMEHTOB M MaTepUaJiOB;

— oOydeHHe TpaBUJIaM COCTaBJICHHs, OGOPMIICHHUS W HCIOJIB30BAHUSA JOKYMEHTOB,
CBSI3aHHBIX C JIEATEIHLHOCTHIO MIPEANPUSITHM, B TOM YHCJI€ C BHEITHEIKOHOMUYECKOM;

— 03HAaKOMJICHUE CTYACHTOB C OOIIMMHU MPUHIIMIIAMH JOKYMEHTAIIHOHHOTO 00eCTIeueHuUs
NEATENHHOCTH MPEAPHUATHS, C TIOPSIKOM JOKYMEHTHPOBAHUS HH(OPMAIIHH;

— o0yueHue cucteMaTu3anuy HHQOpMaIuy 10 KaTETOPUSM U YPOBHSIM JIOCTYIIA K HEM;

— O3HAKOMJICHHE C OpraHu3alueil paluoOHaIbHOIO JBM)KEHHMSI JOKYMEHTOB Ha
MPEANPUSITHH, B TOM YUCJIE C KOHIETIINENH CO3AaHUs ANEKTPOHHOTO 0duca;

— oOydyeHME KayeCTBEHHOW M ObICTpoi o00paboTke wuHPOpMAMK B  LEJAX
CBOEBPEMEHHOTO MPUHSTHS COOTBETCTBYIOIIMX YIPABIECHYECKUX PEIIEHUH, YCBOCHUIO MPaBUI U
(dhopM IeT0BOM M KOMMEPUECKON MEePENUCKH;

— BbIpa0OTKa YMEHHS paboTaTh C MaTeprallaMyi OTPaHUYEHHOIO JIOCTYIIA.

MecTo TUCHMILIMHBI B CTPYKTYpe 00pa3oBaTeIbHOM MPOrpaMMbl

Juctunnuna «b1.B.01 JokymeHTOBEICHUE U AETTOBOM TOKYMEHTOO0OPOT» OTHOCHTCS K
yacTH, (GOpPMUPYEMOH ydacTHUKaMU O0pa3oBaTelbHBIX OTHOIICHHMH bioka 1 «/lucnurinHb
(Momymu)» ydeOHOTO IIaHa. B cooTBercTBHUM ¢ paboOuMM Y4YeOHBIM IIJITAHOM JUCIUIUIMHA
M3y4yaeTcss Ha 2 Kypce IO OYHOM M Ha 2 Kypce Mo 3a04HOM ¢opme oOydeHus. Bun
MIPOMEXYTOYHOM aTTeCTaIluu: 3a4eT.

Jucuunnuna OazupyeTcsi Ha 3HAHUAX, MOJYYCHHBIX CTYJEHTAMH B paMKaxX OCBOCHUS
muctuinH: «KoMObloTepHBINA MPaKTUKyM», «MexXIyHapOoaHble SKOHOMUYECKUE OTHOLICHHS,
«Pycckuil S3bIK M OCHOBBI [ICNIOBBIX KOMMYHHUKanuii», «Teopusi OyXranTepckoro yderay,
«Teopus VIIPaBJICHUS, «MH(pOopMaIIIOHHO -KOMMYHUKAITMOHHBIE TEXHOJIOTHH B
npodecCHOHANBHOMN NeATeNbHOCTUY» U sBNseTCS 0a30i Uil M3Y4eHHUs Ha CIEQYIOIIUX Kypcax
mucturnH: «[IpodeccrnoHanbHbIe KOMITBIOTEPHBIE TPOTPAMMBDY, « Y IPABICHYECKUI yUeT.
TpeGoBaHusl K YPOBHIO OCBOCHUS THCHUIIMHBI

N3ydyenne panHOW y4yeOHOW AMCUMIUIMHBI HampaBleHO Ha (GOpPMUPOBaHUE Y
oOyuaronuxcs CIeayoNX KOMIETEHITHI:

Kona u HaumeHoBaHnue
WHIUKATOpa™ MOCTHKEHHUS Pe3ynbTaThl 00ydeHUs 1O TUCIUILUTHHE
KOMIIETEHIINHA

ITK-1 CnocodeH ocyniecTBJISITh BHEIIHEAKOHOMHYECKYIO 1esITeJIbHOCTh




WIIK-1.1 Pa3pabatsiBaer,
WCTIONIb3YeT NHCTPYMEHTapHi
JOKyMEHTOBEJICHUSI U JIEIOBOTO
JOKYMEHT0000pOTa U COCTABIISAET
OTYETHOCTB JIJIsI PELICHHS
MOCTABJICHHBIX 33724

3naet: 3akoHOmaTenscTBO Poccuiickoit dexepaiu B 06IacTH
MaTepHaIbHO-TEXHIYECKOT0 00ecIiedeHus, IeTIONPON3BOJICTBA;

3uaet: CTpyKTYypy, IPUHLIUIIBI, HTHCTPYMEHTApUN JOKYMEHTOBEICHUS U
JICIIOBOT'0 JIOKYMEHTOO0OPOTa OpTraHU3aIlly, a TAKKe pa3paboTKU U
oopMIICHHS TOKYMEHTAIINY;

VYwmeer: PaBpa6aTI:IBaTI> 1 BHCAPATH JIOKAJIbHBIC HOPMATHUBHBIC aKThI U
PErIIaMEHTHUPYIOIINE TOKYMCHTBI O6H18F0 XapakTepa 1 1o
(I)yHKIII/IOHaJ'II)HOMy HaIpaBJICHUIO ACATCIIbHOCTH,

VYwmeer: PazpabareiBaTh 1 HCHOB30BaTh HHCTPYMEHTAPHI
JIOKyMEHTOBEJICHUSI 1 JIEJIOBOTO JOKYMEHTO000pOTa OpraHn3alliiy, B TOM
YHCJIe 110 BHEIITHEAKOHOMUYECKOH 1eATeIbHOCTH;

TpynoBoe neiictBue: Ogopmitsier JOKYMEHTALUIO, B TOM YHUCIE IO
BHEITHEOKOHOMHYECKOH AESTETbHOCTH B COOTBETCTBHHU C TPEOOBAHUSIMHU
3akoHonarenbeTBa Poccuiickoit denepanyy 1 MEXIYHAPOIHBIX aKTOB;

TpynoBoe nerictBue: Mcnonb3yeT KOMIBbIOTEPHBIE IPOrPAMMBI JJ1s1 BEJCHUS
ydera, CUCTeMaTH3aliy U aHaJIn3a TAHHBIX, COCTaBJIeHUs 0a3 NaHHbIX,
BEJ/ICHUsI JIOKYMEHTO000pOTa, CIIPaBOYHO-TIPABOBBIE CHCTEMBI, PECYpPChI
MH(OPMALIMOHHO-TEIEKOMMYHHKAIIMOHHOM ceTH «/IHTepHEeT», OPITEXHUKY.

ITK-2 CnocoGeH ocymiecTBIAATH TAKTHYECKOE YIIPaBJIeHHEe NMPoleccaMy INIAHMPOBAHNUSA ¥ OPraHU3alUuU
NPOM3BOACTBA HA YPOBHE CTPYKTYPHOI'0 MOAPa3eJeHHs] NPOMBIILIEHHOI opranu3anuu (oTaesna, uexa)

UIIK-2.1 Pa3zpabatsiBaer,
HCHOJIb3YET UHCTPYMEHTApUM
JOKyMEHTOBEJICHUSI U JIEIOBOTO
JOKYMEHT0000pOTa U COCTABIISACT
OTYETHOCTH JJIsI PEIICHUs
MIOCTABJIEHHBIX 33734

3naer: 3akoHozaTenbcTBO Poccuiickoii depepaiu B 06aacTu
MaTepUaIbHO-TEXHUYECKOT0 00eCIeyeHus], IeTONPOU3BOJICTBA;

3naetr: CTpyKTypY, IPUHLIUIIBI, HHCTPYMEHTapUi JOKyMEHTOBEACHHS U
JIeTI0BOT0 IOKyMEHTOO00pOTa OpraHu3aliy, a TaKKe pa3paboTKH U
o(hopMIIeHHS JOKYMEHTALHH;

Ymeer: PazpabateiBaTh U BHEAPSITH JIOKAJIbHBIE HOPMATUBHBIE aKThI U
perlaMeHTHPYIOIIUE JOKYMEHTHI 00IIEro Xapakrepa 1 1o
(YHKIMOHATEHOMY HAIIPaBJICHUIO AESTEILHOCTH;

Ywmeer: PazpabaTriBaTh U UCTIONB30BATH HHCTPYMEHTAPHIA
JOKYMEHTOBEACHHS U ISJIOBOT0 JOKYMEHTOO00pOTa OpraHnu3aiy, B TOM
YHCIIe 110 BHEITHEAKOHOMHUUECKOH JesITENbHOCTH;

TpynoBoe neiictBue: OQopmiseT JOKYMEHTAIUIO, B TOM YHUCIIE IO
BHEITHEAKOHOMHYECKOH EATETFHOCTH B COOTBETCTBUH C TPEOOBAHUSIMH
3aKoHoAaTenbcTBa Poccuiickoit denepanyiv 1 MEXAYHAPOIHBIX aKTOB;

TpynoBoe nerictBue: cnonb3yeT KOMIBIOTEPHBIE IPOrPaMMBI U1l BEAECHUS
ydeTa, CHCTEMaTH3alMy U aHAJIN3a JaHHBIX, COCTaBJICHNS 0a3 NaHHbIX,
BEICHHS JOKYMEHTO000POTa, CIIPaBOYHO-IIPABOBHIE CHCTEMBI, PECYPCHI
“H()OPMAMOHHO-TEIEKOMMYHHKAIMOHHOH ceTn «VIHTEepHET», OPTTEXHUKY.

Conepxanue TMCUMILINHBI:

Pacnpenenenue BuaoB yueOHON pabOThI M UX TPYAOEMKOCTH MO pa3/iesiaM JUCIUITUHEI.
Paznenel (TeMbl) AMCUUMIUIMHBI, u3ydaeMmble B 3 cemecTpe 2 (kypce) (ouHast ¢opma

oOyueHus)
KomuectBo yacos
AynuTtopHas Bueaynut
Ne HanmenoBanue paznenos (tem) OpHas
Bcero pabora pa6ora
J I13 JIP CPC




[Ipenmer, conepxanue U 3a1a4u Kypca JOKyMEHTOBEICHHE U 4 1 1 5
1. |nenosoii mokymenToo6opoT
2 JIOKyMeHTHI M TipaBmiIa uX oopmiteHns 7 2 2 3
3 OpraHu3alOHHO-TIPABOBBIE TOKYMEHTHI 7 2 2 3
4 PacnopsinutensHble TOKYMEHTHI 6 2 1 3
5 JlokyMeHTHpOBaHHE AEATEIBHOCTH KOJIJIETHAIBHBIX OpPraHOB 6 2 1 3
WHdopmannoHHO-cipaBOYHBIE TOKYMEHTHI
6 6 2 1 3
7 ConpoBoauTenbHbIE JOKYMEHTbHI 6 1 2 3
OdopmiieHre, 00paboTKa U XpaHSHHUE JTOKYMEHTAIIUH 110
BHEITHEOKOHOMHYECKOH JESTEIHbHOCTH B COOTBETCTBHU C 58 1 1 38
8. |rpeGoBanmamu 3akoHOnaTenbcTBa Poccuiickoit denepauu u ' '
MEKAYHApOIHBIX aKToB. COBPEMEHHOE JIENIOBOE IMTUCHMO
9 JIOKyMEHTBI KaIpOBOI U OyXTanTepcKoi CITyKObI 4 1 1 2
10 Opranuzanus paboThl C JOKYMEHTaMU 4 1 1 2
11 ABTOMaTH3aIMs TOKYMEHTO000pOoTa 4 1 1 2
JloKyMeHT0000pOT B OpraHU3aLM1 U YIPABIEHUH OH3HEC- 4 1 1 2
12, |nponeccamu
13, |Cuyx0a 10KyMEHTaLHOHHOrO 06ECIICUCHHS yIPaBICHHS 4 1 1 2
UTOI'O no paszdenram oucyuniumsl 67,8 | 18 16 33,8
p Y
Konrponb camocrosrensHoit padots! (KCP) 4
[Mpomexyrounas arrecrarms (MKP) 0,2
IoxroroBka K TeKymeMy KOHTPOIIO
OO01mas Tpy10eMKOCTb O TUCIUILTUHE 72 33,8
[Ipumeuanue: JI — nexuuu, [13 — mnpakTudeckue 3auatus / cemuHapel, JIP —

naboparopubie 3ausaTusi, CPC — camocrositensHas pabota cTyaeHTa

Paznensl (TeMbl) AMCUMIUIMHBI, HW3ydaeMble B 3 cemectpe 2 (Kypce) (O4YHO-3a04Hast
dbopma oOyueHus)

KonngecTBo yacoB

AynutopHas Breayu-
Ne HanmenoBanwme pasnenos (Tem) TOpHast
Bceero pabora pabora

J I13 JIP CPC

Hpe/t[Mer, COZACPIKAHUC 1 3ala4r KypCa NOKYMCHTOBCICHUC N

1 . 3 0,5 0,5 2
- |memoBoll JOKYMEHTO00O0pOT

2 JIoKyMeHTHI M TIpaBmiIa uX oopmiIeHns 5 1 1 3
3. OpraHu3anMoOHHO-TIPABOBbIE JOKYMEHTHI 6 1 1 4

4 PacniopsinutenbHble TOKYMEHTBI 6 1 1 4




5 JloKyMeHTUpOBaHUE ACATEIbHOCTU KOJJIETHAbHBIX OPIaHOB 6 1 1 4
6 WHdopmannoHHO-crIpaBOYHBIE TOKYMEHTHI 6 1 1 4
7 ConpoBoaHUTENbHBIE JOKYMEHTBI 6 1 1 4
OdopmiieHre, 00paboTKa U XpaHCHUE TOKYMEHTAIIUH 110
BHEITHEAKOHOMHUYECKOH JIEITETbHOCTH B COOTBETCTBUH C 58 1 1 38
8. TpeboBaHMAMH 3aKOHOAATeNbcTBa Poccuiickoit denepannu u ' '
MEXIYHapOIHBIX akTOB. COBpEMEHHOE JIEII0BOE IMUCHMO
9 JIOKYMEHTBI KaJJpOBOI M OYXTaJITEPCKOH CITYKOBI 5 1 1 3
10 Opranuzanys paboThl C TOKYMEHTaMHU 5 1 1 3
11 |ABTOMaTH3aLMs JOKYMEHTOOOOpOTA 5 1 1 3
JlokyMeHTO000OpOT B OpraHM3alliy ¥ YIIpaBIeHUH OU3HeC- 5 1 1 3
12, |mpomneccamu
13 Crnyx0a TOKyMEHTAIMOHHOT'0 00CCIICUCHHUS YITPABIICHHS 4 0,5 0,5 3
HUTOI'O no paszoenam oucyuniuivl 67,8 | 12 12 43,8
KonTpoib camocrositenbHoi padorsl (KCP) 4
[Tpomexxyrounas arrectauus (MKP) 0,2
[oaroroBka K TEKyIIEMY KOHTPOIIIO
OO1mas Tpy10eMKOCTb M0 AUCLHUILTUHE 72 43,8
[Ipumeuanune: JI — nexknuu, I3 — mnpaktudeckwe 3anatusi / cemuHapsi, JIP

naboparopusie 3anaTHs, CPC — camocrositenbHas paboTa CcTyieHTa

KypcoBbie paGoThl. (1e npedycmompena)

dopMa npoBeeHUsI ATTECTAIMM 0 JUCHUILIHHE: (3auem)

Astop: Kitemea Omust CepreeBHa KaH/I. 9KOH. HayK, TOIEHT Kadeapsl MOuM.




