AHHOTaIUs padoyeii MPOrpaMMbl AU CHUTLIHHBI
b1.B.02.05 <MH®OPMALIMNOHHO - JOKYMEHTAIIUOHHOE OBECIIEYEHUE
JAEATEJIBHOCTU HEKOMMEPUYECKHNUX OPT'AHU3AIIUN»

O6bem Tpynoemkoctu: 108 gac. = 3 3aueTHBIC e TUHUIIBI

Heanb AMCHUILIAHBI:

YCBOMTH OCHOBBI OpTraHH3alud HHOOPMAIMOHHO-JOKYMEHTAIIHOHHOTO OOECTeYeHnsl YIpaBIeHUS
HEKOMMEPYECKHMHU OpraHM3alisIMH C HCIIOJNB30BAHUEM AaKTyallbHbIX LU(PPOBBIX HHCTPYMEHTOB B
IPOLIECCE UCIIOIHEHUSI TPOPECCHOHAIBHBIX 3aad.

3agaun IMCHUILINHBI:

- HM3Y4YUTh HOPMAaTHBHO-TIPAaBOBYIO 0a3y M d3Tambl pabOTel ¢ WHPOpPMALUed M JOKYMEHTaMH B
HEKOMMEpPYECKOI OpraHu3anuy;

- BBISIBUTH OCOOCHHOCTH M BO3MOXKHOCTH aIllapaTHO-MIPOTPaMMHBIX CPEACTB AJs paboThl ¢ nH(pOopManuei
U IOKyMEHTaMH B HEKOMMEPUYECKOH OpraHu3aIyy;

- TPHOOPECTH W 3aKpeluTh MPAKTHYECKOe OCBOeHHe padoThl ¢ WH(OpMaluedl W JOKYMEHTaMH B
HEKOMMEPYECKOH OpraHu3aiiu.

MecTo IMCHUILUIAHBI B CTPYKTYpe 00pa3oBaTeIbHOIl MPOrpaMMbl

Huctmmmuaa  b1.B.02.05  «UHbopManimoHHO - JOKYMEHTAIIMOHHOE OOeCleYeHrne eATeNIbHOCTH
HEKOMMEPUYECKUX OpraHu3aIuin» OTHOCUTCS K bioky Jucuummmaet (Moaynw), GopMupyeMoi y4aCTHUKOM
o0Opa3zoBaTenbHBIX OTHOIICHUH Moaynb 2 «JlokyMeHTalmoHHOe oOeclieueHre YNpaBIeHUsD» Y4eOHOro
ruiaHa. JlucuunirHa u3yvaercst Ha 5 Kypce 3a0uHOi GopMbl 00yUyeHus1, 0a3upyeTcs Ha 3HAHUAX, YMEHHSIX
Y HaBBIKAaX, MOJyYEHHBIX Ha IIEPBOM M BTOPOM Kypcax IOATOTOBKH. B cBOIO ouepenp oHa oOecriednBaeT
U3yYCHUE CICIyIuX aucuuiuinH: OpraHu3alioOHHOE, HWH(MOPMAIMOHHO - JOKYMEHTAI[MOHHOE
obecrieyeHne JeaTeIbHOCTH PyKOBOAUTENS opranu3amnuu, CTpaTernieckoe yrnpaBieHue JOKyMeHTanue
OpraHu3anyy, JNIEKTPOHHBIEC apXHUBbI U APXUBHBINA ayTCOPCHHT H Ap.

YyebOnas mporpamma muctmruinHel 51.B.02.05 «HpOpManmoHHO - TOKYMEHTAIMOHHOE OOecIliedeHne
JeSITeIbHOCTH HEKOMMEPUYECKHUX OpraHu3alHid» IpeaycMaTpUBaeT MPOBeICHUE 3aHATHI B PopMe JIEKIHiA,
IMPAKTHYCCKUX 3apsaThii. OnHa IIOATrOTOBJIEHA B COOTBETCTBUU TpC6OBaHI/I$[MI/I, OpeaAbABICHHBIMU C
tpeboBanmsiMu OI'OC BO 3++. JlocTmkeHNe Lenu COMPOBOXKIAETCS PACKPBHITHEM IEepel CTYICHTaMU
(byHIaMeHTaNbHBIX 3HAaHWH O crHenupuKe HHPOPMAIMOHHO-IOKYMEHTAIMOHHOTO O0eCIeueHHs
ACATCIIBHOCTH HCKOMMEPUYCCKUX OpFaHHSaHHﬁ, KOTOPEBIC B COBOKYITHOCTU C HEIIPCPLIBHBIM OOHOBJIEHUEM
Y U3MEHEHHMSMHU B alllapaTHBIX CPEACTBAX HaXOIAT BaKHOE MECTO B ()OPMHPOBAHMH WH(POPMALMOHHO-
TEXHOJIOTHYECKOr0 MOTEHIHala MNPEeNNpUsATHS, YTO OOECHEeYUT MPOYHOE U CO3HATEIHHOE OBJIAJCHUE
CTYJCHTAaMH OCHOBaMH 3HaHHWH O TIpoIleccax TMOJyYeHHs, XpaHeHHs, Mepeladyd W TMpeoOpa3zoBaHUs
WH(pOpPMAITIH.

3HaHHE OCHOB OpraHM3alud HHPOPMAIUMOHHO-IOKYMEHTALIHOHHOTO OOECIeYeHUs] JesITeIbHOCTH
HEKOMMEpPYECKHX OpraHu3aliii HEeoOXoOuMo Ui ycmexa JIo0oro crhenuanucra B - cdepe
JOKYMEHTOBEJICHUSI M apXWBOBelleHHs. [lepeq cTyJqeHTaMH pacKphIBAIOTCS 3HA4YeHHsT MH(OpMAIUU B
PasBUTHU COBPEMEHHOro olmiecTBa. B xome o0y4yeHMs! CTyIEHTHI JOJDKHBI HAYYUTHCS CO3HATEIBHO U
paloHaNIbHO HUCIIOJIb30BaTh BO3MOXKHOCTH, MPEI0CTaBIsIEMblE KOMITBIOTEPHON TEXHUKOM, JJIS pelIeHUs
pa3Ho00pa3HbIX yNpaBIeHYECKUX 3ajau.

TpeGoBaHMA K YPOBHIO OCBOCHUS JUCIHUIITHHBI

N3yuenne naHHON y4eOHOM AMCUUIUIMHBI HANpaBJIeHO Ha (OPMHUPOBAHHE Y OOYUAIOUIMXCS CIEAYIOIINX
KOMIIETEHITAH:

KO)I 1 HAUMCHOBAHHEC PeSyJ'H:.TaTBI O6quHI/I${ 10 JTUCHUIIINHE
WHAWKATOpa JOCTHXKCHUA
KOMIICTCHIITUN
MK-2. CnocodeH K OpraHu3aniu JOKYMeHTHPOBAHUSI YIPaBJIeHYECKOH 1eATeJIbHOCTH B OPraHu3aluu
IK-2.1. Opranusyet | 3HaeT OpraHu3alMoHAYI0 0a3y COBPEMEHHON OpraHU3aIliu JeIONPOU3BOACTBA
JIOKYMEHTHPOBaHNE YMeeT HacTpauBaTh MPOLIECCHI ICNONPON3BOACTBA B OPraHU3aNU

YIIPABJIEHYECKON JEATENBHOCTH Biiayieetr HaBbIKaMu OpraHU3aIMU I€JIONPOU3BOICTBA B KOMITAHUH
B OpraHu3anuu
TIK-2.2. ITpumensier | 3HaeT OCHOBBI aBTOMATH3AIMH JIEIOMPONU3BOICTBRA
UHGOPMAIIMOHHBIE CHCTEMBl B | YMeeT aBTOMaTH3UPOBATh IPOLECCHI JIEIONPOU3BOICTBRA
YHPABIEHYECKON JIEATENBHOCTH | YMeeT aBTOMATH3MPOBATE MPOIIECCH JIETONPOU3BOICTBA
B OpraHu3auuu
IIK-4. CnocoGeH ocymecTBIATH padoThl MO NMPOCKTHPOBAHHMIO M BHEJPEHHUIO CHCTEMBbI 3JI1EKTPOHHOIO
JOKYMEHT0000poTa B c(pepe TOKYMEHTAHOHHOIO YIIPABJICHUS OPraHU3aAHHA




[IK-4.1. YuactByeT B pabote
MO0  MPOCKTHPOBAHUIO  H
BHEJIPCHUIO CHUCTEMBI
3JIEKTPOHHOTO
IOKYMEHT0000poTa B cdepe
JOKYMEHTAIIHOHHOTO
yIpaBIICHHs OPraHU3aINN

3HaeT Kak TMPOEKTUPOBATh U BHEAPATH CHUCTEMY DSJIEKTPOHHOTO
JOKYMEHT0000poTa B cdepe JTOKYMEHTAI[MOHHOTO  YIPaBIICHHS
HEKOMMEPYECKON OpraHu3aiiumu

YMeeT TpOoeKTUpOBaTh U
JIOKyMeHTooOopoTa B  cepe
HEKOMMEPYECKOM OpraHu3aluu

BHCOPATH CUCTCMY QJICKTPOHHOI'O
JAOKYMCHTAIIMOHHOTO  YIPaBJICHUA

Brnageer HaBbIKaMM TPOSKTHPOBAHUS U BHEJAPECHUS CHUCTEMBI
AIIEKTPOHHOTO JOKYMEHTO000pOoTa B cdepe JOKYMEHTAIIHOHHOTO
yHIpaBieHHs] HBKOMMEPUYeCKOHW OpraHn3alnn

Crocoben
CUCTEMBI

IK-4.2.
MPUMEHSATh
3JIEKTPOHHOTO
IOKYMeHT0000poTa B cdepe
JIOKYMEHTAIIHOHHOTO
YIPaBICHHS OpraHU3aIiH

3HaeT TPHHOWTBI PabOTHl CHCTEMBI JTOKyMEHTO00OOpoTa B cdepe
JTOKYMEHTAI[MOHHOTO YIPABJICHUS HEKOMMEPUYECKON OpraHu3aliuu

YMeeT IpUMEHSITh CHCTEMBI 3JICKTPOHHOTO JOKYMEHTO000pOTa B chepe
JTOKYMEHTAIIIOHHOTO YIIPABJICHNS HEKOMMEPYECKOH OpraHu3aIiuu

Brageer HaBbIKaMu pabOTHI B CHCTEME JOKyMEHTOOOOpoTa B chepe
JIOKYMEHTAI[MOHHOTO YIPABJICHUS HEKOMMEPUYECKON OpraHu3aluu

ConepsxaHue TUCHUILTHHBI

Pacnpenenenue BuaoB yueOHOM paboThl U UX TPYAOSMKOCTH IO pa3iesiaM TUCHUTUINHBI.
Paznens (TeMbl) TUCHMIUIMHEI, H3ydaeMble Ha 5 Kypce (3aouHasi popMa oO0yueHusl)

No HaumeHnoBanue pa3aenos (Tem) Bcero KomanuectBo yacos
AypautopHas Bneaynurop
pabora Has pabora

J | 113 | JIP CPC
1 2 3 4 B 6 7
1 | HopmaTuBHBIE  OCHOBBI  JIOKyMEHTALlMOHHOTO 10 2 2 6
obecrieueHnsl  JCATENIbHOCTH  HEKOMMEPUYECKON
OpraHHu3alu
2 | Opranuszanus pabOTHI C JOKYMEHTaAMHU 10 2 2 6
3 | Cucrema  opraHuzanMOHHO-pacnopsauteabHoro | 10 2 2 6
JIOKYMEHT0000poTa
4 | Cuctema OyXrajaTepcKoro JOKyMEHT0000poTa 10 2 2 6
5 | Cucrema TOKyMEHTOOOOPOTA IO YUEeTy MepcoHaia 12 2 2 8
6 | Meroasl u CpencTBa obecrieyeHust 12 2 2 8
WHPOPMAITMOHHOW O€30MacHOCTH TpH padoTe ¢
JIOKYMEHTaMH

7 | ApxuTektypa  CHCTEMBl  JOKYMEHTALIMOHHOI'O 12 2 2 8
oOecrieyeHus:  JIEATEIBHOCTH  HEKOMMEPYECKOMH
OpraHu3alfu

8 | Undopmanmonnsie TexHoyoruu | 14 4 2 8
JIOKYMECHTAI[HOHHOTO 00ECICUeHHsI JCSITEeIbHOCTH
HEKOMMEPUYECKOW OpraHu3aluu

9 | CoBepllleHCTBOBaHHE cuctemsl | 12 2 2 8
JOKYMEHTAIIHOHHOTO 00eCHeueHHsl JesITeTbHOCTH
HEKOMMEPYECKOW OpraHu3aluu
HTOI'O no paszoenam oucyuniuHul 102 | 20 | 18 64
KonTpons camocrositensHoil pa6otsl (KCP) 2
ITpomesxyrounas arrecrarms (VIKP) 0,2
[ToaroroBka Kk TEKyIIeMy KOHTPOJIIO 3,8
OO0r111ast TPYA0EeMKOCTb 10 TUCITUIITHHE 108

KypcoBbie paGoThl: HE IPeyCMOTPEHBI

®opMa NpoBeJeHHs] ATTECTAIUH 110 JUCIUIINHE: 3a4eT

ABTOp: JIOIIEHT Kadeapsl OOIIero, CTpaTernyeckoro, MHGOPMAIMOHHOIO MEHEKMEHTa W OHu3Hec-
MIPOIIECCOB, KAaHIUAAT SKOH. HAYK, HOIEHT MupoIrmHnaIeHko M.A.




