AnHOTanMs K paboyeil mporpaMme ITUCIUTUTAHB
« B1.B.01 JlokyMeHTOBeIeHUEe U JeJ0BOM 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
mucuuiinH:  «KoMIbIOTepHBI  MpakTUKyM», «MupoBas HKOHOMHKA M MEXKIYHApOJHbIE
HSKOHOMMYECKHE OTHOLICHUS», «PycCKHil SI3bIK U OCHOBBI JIEOBBIX KOMMYHUKaui», «Teopus
OyXranatrepckoro yueTay, «MHpOopMaIIIOHHO-KOMMYHUKAITMOHHBIE TEXHOJIOTHH B
npodecCHOHANBHOMN NeATeNbHOCTUY» U sBNseTCS 0a30i Uil M3Y4eHHUs Ha CIEQYIOIIUX Kypcax
JUCHUILINH: «MeHeKMEHT», « YIpaBJIECHYECKUN yueT».

TpeGoBaHus K YPOBHIO OCBOCHHUS 1M CUMILINHBI

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
COCTaBJISIET OTYETHOCTD ISt
peLIeHHs TOCTAaBIIeHHbBIX 3a7a4

3naet: 3akoHOATENBCTBO Poccuiickoit Denepanuu B 00JacTH MaTepHaIbHO-
TEXHHYECKOT0 00eCIeYeHus], JIeJI0NPON3BOICTBA;

3uaet: CTpyKTYypy, IPUHLIUIIBI, HTHCTPYMEHTApUN JOKYMEHTOBEICHUS U
JICITIOBOT'0 JIOKYMEHTOO0OPOTA OpTraHU3aIly, a TAKKe pa3paboTKU U
oopMIICHHS TOKYMEHTAIINY;

VYwmeer: Pa3pa6aTmBaTI> 1 BHCAPATH JIOKAJIbHBIC HOPMATHUBHBIC AKThI U
PErIIaMEHTHUPYIOIINE TOKYMCHTBI O6H18F0 XapakTepa 1 1o beHKHI/IOHaJ'H)HOMy
HalpaBJICHUIO JCATCIIbHOCTHU,

VYwmeer: PazpabareiBaTh U HCIIOIB30BAaTh HHCTPYMEHTAPUI TOKYMEHTOBEACHUS
U JIENIOBOTO JIOKYyMEHTO000pOTa OpPraHU3al{HU, B TOM YHCIIE 110
BHEIIHEAKOHOMUYECKOH eI TebHOCTH;

TpynoBoe neiictBue: Ogopmiisier JOKYMEHTAIUIO, B TOM YHUCIIE IO
BHEITHEOKOHOMHYECKOH JESTEIHbHOCTH B COOTBETCTBHHU C TPEOOBAHUSIMH
3akoHonarenbeTBa Poccuiickolt Menepanyy 1 MEXIYHAPOIHBIX aKTOB;

Tpynosoe neiictBue: Mcnonp3yeT KOMIbIOTEPHBIE IPOrPaMMBI AJIS BEICHUS
ydera, CUCTeMaTH3allMy U aHaJIM3a JAHHBIX, COCTaBJICHHs 0a3 JaHHbIX, BEICHUS
JIOKyMEHT0000pOTa, CIPaBOYHO-TIPABOBBIE CUCTEMBI, PECYPCHI
MH(OPMALIMOHHO-TEIEKOMMYHHKAIIIOHHOH ceTH «/IHTepHEeT», OPITEXHUKY.

Conep:xanue IUCHHUILIUHBI:
Pacrnipenenenne Bu1oB yueOHOM pabOThl U UX TPYAOEMKOCTHU O pa3/esiaM AUCHUTIINHBI .
Paznenb! (Tembl) AUCIUMTUINHBL, H3y4aeMbie B 3 cemectpe 2 (Kypce) (ouHas opma 00ydeHus )

Kommnuectso 1yacos
AynurtopHas Bueaynur
Ne HamnmenoBanue pasnenos (Tem) OopHas
Bcero pabora pabora
J 113 JIP CPC
[penmer, conepkaHne U 3aa4u Kypca TOKyMEHTOBEICHHE 1 4 1 1 5
1. |nenosoit moxymenTooGopoT
2 JIoKyMeHTBI ¥ IipaBuiia uX oopmiteHus 7 2 2 3
3 OpraHu3aiuoHHO-TIPABOBbIC JOKYMEHTBI 7 2 2 3
4 PacniopsinuTenbHbIe TOKYMEHTBI 6 2 1 3
5 JIoKyMEeHTHUpOBaHHE JCSITEIBHOCTH KOJIETHATBHBIX OPIaHOB 6 2 1 3
HupopMamoHHO-CIIPaBOYHBIE TOKYMEHTHI
6 6 2 1 3
7 CorpoBOAUTENbHBIC JOKYMEHTBI 6 1 2 3
Odopmiienne, 00paboTKa 1 XpaHEHHE TOKYMEHTAIINH 110
BHEIIHEYKOHOMHYECKOH JAESTEILHOCTH B COOTBETCTBUH C 58 1 1 38
8. TpeOoBaHUAMHE 3aKOHOATENLCTBA Poccuiickoit Meneparuu u ! !
MEKIyHapOIHBIX akTOB. COBPEMEHHOE JIETIOBOE MICHMO
9 JIOKyMEHTBI KaIpOBOil 1 OyXTanTepcKoi CiryKObI 4 1 1 2
10. |Opranusamst paboThl € JOKyMEHTAMH 4 1 1 2
11 ABTOMaTH3AIWS JOKYMEHT0000pOTa 4 1 1 2




JlokyMeHT000OpOT B OpraHM3alliy M yIIPpaBICHIH On3Hec- 4 1 1 5

12, |nponeccamu

13, Cayx0a TOKyMEHTalMOHHOTO 00eCIIeUeHH s YIIPaBICHHs 4 1 1 2
HUTOI'O no pazdenam oucyuniunvl 67,8 | 18 16 33,8
Kontpons camocrosrensHoit padots! (KCP) 4
[Ipomexyrounas arrecrarms (MKP) 0,2
IoaroroBka K TEKylieMy KOHTPOIIO
OO01m1ast TPyI0EMKOCTb IO JUCIUTUINHE 72 33,8

[lpumeuanue: JI — nexuum, [13 — mnpaxtuueckue 3anatus / cemuHapel, JIP —

naboparopuble 3aHsATus, CPC — camocrositensHas pabota cTyIeHTa

Paznensl (Tembl) QUCUMIUIMHBIL, M3ydaemble B 3 ceMecTpe 2 (Kypce) (ouHO-3aouHast (opma
o0yueHus)

Kommnuectso 1acos
AynuTopHasi Breaynu-
Ne HamnmenoBanue pasnenos (Tem) TOpHas
Bcero pabora paGora
J 13 JIP CPC
[penmer, conepkaHue U 3aJa4u Kypca TOKyMEHTOBEICHHE 1 3 05 05 5
1. |zenoBoit noxymenTOOGOPOT ' '
2 JIOKyMEHTBI M IpaBuiia UX 0QOpMIICHHS 5 1 1 3
3 OpraHu3anroOHHO-TIPABOBBIE TOKYMEHTHI 6 1 1 4
4 PacnopsimuTensHBIE TOKYMEHTHI 6 1 1 4
JlokyMeHTHpOBaHHE AESTEIFHOCTH KOJJIETHAIBHBIX OPTaHOB 6 1 1 4
6 HupopmManmoHHO-CIIpaBOYHBIE JOKYMEHTHI 6 1 1 4
7 CompoBoauTensHbBIe JOKYMEHTHI 6 1 1 4
Odopmiierne, 00paboTKa 1 XpaHEHHE TOKYMEHTAIINH 110
BHEIIHEYKOHOMHYECKOH JAESTEILHOCTH B COOTBETCTBUH C 58 1 1 38
8. TpeOOoBaHUAMHE 3aKOHOATENLCTBA Poccuiickoit Meneparuu u ! !
MEXITyHapOIHbIX akToB. COBpEMEHHOE IeTI0BOE MHCHMO
9 JIOKyMEHTBI KaJpOBOIl 1 OyXTanTepCKOH CITYKOBI 5 1 1 3
10. |Opranusauus paboThl ¢ IOKyMEHTaMH 5 1 1 3
11 ABTOMaTH3AIWS JOKYMEHT0000pOTa 5 1 1 3
JlokyMeHTO000OpOT B OpraHM3alNK M YIIPAaBICHIH OU3HeC- 5 1 1 3
12, |mpomeccamu




13, |Cyx0a 10KyMEHTALHOHHOr0 00ECTICYCHH S YIPaBIICHHS 4 0,5 0,5 3

HUTOI'O no pazdenam oucyuniunsl 67,8 | 12 12 43,8
Kontpons camocrosrensHoit padots! (KCP) 4
[Ipomexyrounas arrecrarms (MKP) 0,2

IToaroroBka k TeKylieMy KOHTPOJIIO

OO0m1ast TPyTOEeMKOCTb IO JUCIIUTUIAHE 72 43,8

[Mpumeuanue: JI — nexkumu, II3 — mnpaktuueckue 3aHATus / cemunHapsl, JIP —
naboparopuble 3aHsATus, CPC — camocrositenbHas paboTa cTyieHTa

KypcoBbie paGoThbl. (e npedycmompena)
®opma npoBeieHNs ATTECTAIMHU MO AUCHUILINHE: (3auem)

Astop: Knemena FOmust CepreeBHa kaH/. 95KOH. HayK, TOIEHT Kadgeapsl MOuM.



