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Pabouas mporpamMma AHMCIUMIUIMHBI  COCTaBJI€Ha B COOTBETCTBHM ¢ TpeOoBaHusMu DenepaabHOro
roCy/1IapCTBEHHOI'0 00pa30BaTEIbHOIO CTaHIapTa BBHICIIErO0 0Opa30BaHUs [0 HANPABIECHUIO MOATOTOBKU

38.03.01 «Dxonomukay» (ypoBeHb OakanaBpuara), yreepkaeHHoro IIpukazom MunoOpHayku Poccun ot
12.11.2015 r. N 1327.

PaGouas nmporpaMmma JUCHUILIMHBI IMp€AHasHad€Ha I NpCnoJaBaHUA AWCHUILIMHBI, OTHOCHmeﬁCH K

0a30BOl wWacTH IMKIAa JUCHMIUIMH broka 1 OakamaBpuarta 1O HAmpaBJICHUIO TOATOTOBKH
38.03.01 DxoHoMuKa.

CocraButens pabodeil mporpaMMbl TUCITUTUTHHEIL:
[Tonmukesnu E.1O., mpenonaBarens kadeapbl HCTOPUU TOCYAAPCTBA U MPaBa



1 Lean ocBoeHNs IMCUMILIMHBI «/[OKyMeHTAlIMOHHOE 00ecredeHne YIpaBJIeHUs»

Ilenb ocBoeHust OUCHUIUIMHBI  «/loKyMeHTalnMOHHOe oOOecreueHue  yIpaBICHUS -
(GhOpMUPOBAaHHE ¥ CTYACHTOB TEOPETHYECKUX U MPAKTHUYECKUX 3HAHWN M HABHIKOB KOMMYHHKAIIUU B
YCTHOW M MHCbMEHHOM (popMax Ha PYCCKOM SI3bIKE JJISl PEUICHHS] MEKIMYHOCTHOTO U MEXKYIbTYPHOIO
B3aUMOJICHCTBHS B 00JIaCTH OpPraHU3aluy JACJIONPOU3BOICTBA H JOKYMEHTOO00POTA.

2 MecTo JUCUMILIMHBI B CTPYKTYpe 00pa30oBaTe/ibHOI NPporpaMmMbl 0aKkajaBpuara

JucuumumHa «/lokyMeHTamoHHOe 00eciieYeHne yrpaBIeHus» - TUCIHUILIMHA HAIIPaBICHHOCTEH
(npoduneit): byxraarepckuii yder, aHanu3 u ayaut, KopnopatuBHbIe (PUHAHCHI M OAHKOBCKOE JEIIO
0a30Boif yacTu 1uKIIa AUCHUILTNH biioka 1 cTpykTypsl mporpamMbl OakanaBpuara.

OcBoeHne IUCHUIUIMHBI «/loKyMeHTalmOHHOE OOeCIeUYeHrue YIPaBICHUS» MPEANoIaracT
HAJINYHE Y 00YJaIOUNXCsl 3HAHUM, yMEHUI M HaBBIKOB 110 AUCHUIUTUHE: «PyCCKUH S3bIK», MOITYYEHHBIX B
pamMKax OCBOCHHs 00pa30BaTeIbHON IPOrpaMMBbI CpeIHEro 00LIero 00pa3oBaHMUs.

3HaHUS KOHIENTYaJbHBIX OCHOB «/lOKYMEHTallMOHHOE OOECIeYeHHE YIPABICHUS» SBISIOTCA
0a30BbIMU JIJIS1 M3YYEHHS CIEAYIOIIMX JUCHUIUIMH: «MwHpoBas SKOHOMHMKA U MEXKIyHapOJHBIC
HSKOHOMHYECKUE OTHOIICHUS.

3 HJIaHpreMble peE3yJIbTaThl oﬁyqemm o JUCHHUIIJIHHE, COOTHECEHHbIC C MJIAaHUPYEMbIMHA
pedyjJbTaTaMi 0CBOCHUSA 06p330BaTeJ'IBHOI7[ NnmporpaMmmbIl 6alca.J1aBpnaTa

. B pe3ynbrate 0cBOSHUS NUCHUIUIHHBI O0yYaIOIHICS T0JKEH
[lepeueHr KOMIETEHIUN
3HATh YMETb BJIJIETh
CnocoOHOCTh pemats | - CcrnocoObl pelieHus | - pemarts | - HaBbIKAMU
CTaH/IapTHbIE 3aJauM | CTAaHJAPTHBIX  3aJay | CTaHJAApTHBIC 33Ja4 | PEeLICHUs
npodeccuoHanbHOM npodeccuoHanbHOM npodeccCHoHaNbHOM | CTAaHAAPTHBIX 3a4a4
NESATEIbHOCTH  Ha  OCHOBE | JAESTEIBbHOCTU C | IeATEeNbHOCTU Ha | mpodecCHOHANBHOM
uH(GOPMaLMOHHON U | IpUMEHEHHEM OCHOBE JEeSTENIbHOCTH Ha
oubnuorpaduueckoit nH(pOpMaIUOHHO- WH(POPMAITMOHHOW M | OCHOBE
KYJIbTYpbl C TPUMEHEHHEM | KOMMYHUKAIIMOHHBIX | OmOnuorpadudeckor | ”HPOPMAIIMOHHOW U
nH(OpMaIMOHHO- TEXHOJOTMM U C | KyJbTYphI ¢ | oubnmorpaduyeckon
KOMMYHHKAITHOHHBIX y4eToM MPUMEHEHUEM KYJIBTYpPbI c
TEXHOJOTMM ¥ C y4eToM | HH()OpPMAalMOHHON WH(POPMAIIMOHHO- IPUMECHECHUEM
UH(POPMALIMOHHOM 0e30MacHOCTH; KOMMYHHKAITMOHHBI | HH()OPMAIIMOHHO-
6e3omacuoctu (OITK-1); X TEXHOJIOTUH; KOMMYHUKAITHOHHBI
X TEXHOJOTMH U C
y4eToM
UH(POPMALIMOHHOM
0€30MMacCHOCTH
CIOCOOHOCTh OCYIIECTBIATh -0COOEHHOCTH - OCYIIECTBISTh - HaBBIKAMU U
cOop, aHanu3 U 00paboOTKyY OCYIIECTBICHUS cOOp JaHHBIX, METO/IaMH coopa,
JAHHBIX, HEOOXOIUMBIX AJIsI cbopa, aHanM3a u HEOOXOUMBIX JIJIs aHaim3a u
petieHust MpoQeCCHOHATBHBIX | 00paOOTKU JAaHHBIX, peteHus 00pabOTKH JTaHHBIX,
3agay (OIIK-2); TpeOyeMBbIX JUIs npodeCCUOHATBHBIX | HEOOXOAUMBIX  JUIA
peleHus 3a7a4d ¥ MPOBOJIUTh | PEIICHHS
npodeCCHOHATBHBIX WX aHaJu3; npodeccCHoHATBLHBIX
3ajady; 3a/1ay;




IIepeueHb KOMIIETEHLIMIA

B pe3ynbrare 0CBOGHUS IUCIUILTHHBI 00YJalOUIHics JOIKEH

3HATh YMETb BIIAICTh
CIIOCOOHOCTh HAXOJIUTh - CIIOCOOBI - HAXOJUTh - HaBBIKAMH
OpraHU3aluOHHO- HaXOXKJICHHUS OpraHu3aIMOHHO- TPUHATHS
yIIpaBJICHYECKUE PEIICHNS B OpraHU3alMOHHO- yIpaBJIeHYECKHE OpraHU3aOHHO-
npodeccuoHanbHON YIIPaBJIEHYECKUX peleHus B yIIPaBJICHYECKUX
JeATEIILHOCTH ¥ TOTOBHOCTD peuieHuii B npodecCHOHAIbHON | peHIeHUi B
HECTH 3a HUX npodeccuOHaTBLHON JESTEIIbHOCTH U npodeccuoHaIbHON
otBercTBeHHOCTH (OITK-4). JeATEIILHOCTH. TOTOBHOCTH HECTH 32 | JCSTEIBbHOCTH.

HUX
OTBECTCTBCHHOCTbD.




4 O0bemM, CTPYKTypa M COAep:KaHHE JUCHUIIMHBI «/[OKyMEHTAMOHHOE o0ecneyeHue
ynpaBJieHUsD

O0beM DUCHMILIMHBI COCTaB/IsCT 3 3aueTHbIC equHUILI, 108 akajgeMHUYeCKHX 4acoB.

Buabl y4eOHOW padoOTBI, MPEIYCMOTPCHHBIC YUYEOHBIM IUIAHOM: JICKIIMH, CEMHHapHI
(paKTHYECKUE 3aHSTHSA), CAMOCTOSATEIIbHAS padoTa.

KoHtakTHasi paboTa BKIIIOYAET: 3aHATHS JICKIMOHHOTO THWIIA, 3aHSATHS CEMHUHAPCKOTO THIIA,
WHIVBUIYAIBHBIC W TPYITIOBBIC KOHCYJIbTAIMH, TPOMEKYTOUHYIO aTTeCTaIMIO (3a4eT).

Buabl KOHTPOJISI IO THCHUIJIHHE:

- TEKyIIUH KOHTPOJIb YCHEBAEMOCTH — 3TO KOHTpoJibHBIM onpoc (Ko), cobecenoBanue (C);
tectupoBanue (T), KOHTPOIIb BBITOJHEHUS] KOHTPOJIbHOU paboThl (Kp), BRINONHEHHE TOMAIIIHETO 33 aHuUs
([13), nanmucanwme pedepara (P).

-IPOMEXKYTOYHAsI aTTecTalus: ovHas (opma oOydeHuUs: Kypc 2, cemecTp 4 — 3ader; 3a04Has
dbopma oOyueHus: Kypc 3 - 3ayer.

Crpykrypa nucuuninubl «/J{okymeHTanmoHHOE o0ecneyeHne yIpaBIeHUus »
Ounas ¢popma o0ydeHus1

Bunsl yaeOHOM paboTHI,
BKJIIOYAsi CAMOCTOSITEIIbHYIO
paboTy U TPYI0EMKOCTH (B DopMel
aKaJIeM. 4acax) Hrtoro oobeMm TEKYILETO
Pasnen, TeMa nMCUMIIINHEL KonrakrHas pabora JMCLATLTMHBL |- KOHTPOIIA 1
- (B akazeM. | MPOMEKYTOU
= & c% @Zx & g o Jacax) HOU
5SS 2 S 58 2.8 &~
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Paznen 1. [Ipeamer u 3amauu
Kypca «/loxyMeHTannoHHOE
o0ecrieueHre yrpaBiIeHHs»
Tema 1 CyuHoCcTh MOHSTHS
«/loxyMeHTalmoHHOE Ko, 13, T
obecrieueHre ynpaBJIeHHs 2 2 4
Tema 2. OCHOBHBEIE CBOWCTBA,
byHKIUN IIPU3HAKY] KP, ]13
JIOKYMEHTA 2 2 4
Tema 3. Cranpaptuzauus u 3. K
yHU(UKAILUS TOKYyMEHTOB 2 2 4 P P
Tema 4. IIpaBuna
oopmienus PEKBU3UTOB Kp, 13, Ko
JTOKYMEHTOB 4 4 2 10
Tema 5 biaHku TOKyMEHTOB 2 2 4 Kp, 13
Tema 6 OcobGeHHOCTH S3bIKA
u CTHIIS CITy>KE€OHBIX 3, K
NOoKyMeHTOB. TpeboBaHus K - P
TEKCTaM. 2 2 4
Tema 7 Cucrembl
KOMILJIEKCBI CITy>KeOHOM Kp, 13
JOKYMEHTalluu 2 2 4
Tema 8. VYuuduuuposansas
cucTeMa OpraHu3alOHHO — 113, Ko
pacnopsaIuTeIbHON ’
JOKYMEHTalluu 2 2 4




Paznen, TemMa IUCITATIIINHEI

Bunpl yue6HO# paboTHI,
BKJIIOYAsi CAMOCTOSITEIIbHYIO
paboTy U TPYJA0EMKOCTH (B
aKaJieM. yacax)

KonraktHas pabora

Jlexuun
CemuHapsbl
(mpakT.
3aHSITHUA)
JIab
NA0OTEI
Hpyras
KOHTAKTH
ag pabora

CPC

Htoro o0bem
IHACIIATUIHHEI
(B akazeMm.
yacax)

Dopmsbl
TEKYILEro
KOHTpPOJIS U
IIPOMEXKYTOY
HOM
aTTecTaluu

Tema 9.
MepenucKa.
Knaccudukanus,
TpeOOBaHUSI.

CryxxeOHas

Kp, 113

Paznen 2. Opranuzanus u
TEXHOJIOTHUS
AOKYMCHTAIIMOHHOTI'O
o0ecCreYeHHs yIpaBJICHUS

Tema  10.  Opranuzauus
CITY>KOBI

JOKYMEHTAI[HOHHOT'O
o0ecreueHNsl yIpaBICHHsI

Ko, Kp

Tema 11.
Opranuzanus
JOKYMEHT0000pOoTa

Ko, 13

Tema 12. Pabora C
BXOSIIAMH, UCXOIAIINMA H
BHYTPCHHUMHU JIOKyMEHTAMH.

Kp, 113

Tema 13. Perucrpanus
JOKYMEHTOB u
MH(OPMALIMOHHO -
cripaBoyHasi padora.

Kp, 113

Tema 14. IToctaHoBka
JIOKYMEHTOB Ha KOHTPOJIb

I3, Kp

Tema 15. OcoGenHoctu
paboThl c JIeIaMH,
coJiepKaluMu
KOMMEPYECKYIO TalHY.

Ko, P

Tewma 16. Opranuzanus
XpaHEHUs JOKYMEHTOB U
obecrnieueHUs ux
COXPaHHOCTH

Kp, 113

Tema 17. dopmsl
perucTpauuu JOKYMEHTOB H
MOPSAJIOK UX
3aI10JIHEHHUS.

Ko, 13

Tema 18. IlepcriekTuBbI
CaMOCOBEPILIECHCTBOBAHMSI
(0

2 2

Kp, C

[TpoMexxyTouHas arrecTanus

2 16

18

3auer

Hrtoro

18 34 2 54

108

3aounas popma o0yueHnus




Bunpl yueGHO# paboTHI,

BKJIFOYAsi CAMOCTOSITEIIbHYIO
paboTy ¥ TPYAOEMKOCTh (B

aKaJieM. yacax)

KonraktHas pabora

Pasnen, TeMa TUCHHIIIMHBI

Jlexuun

CeMuHapbl

3aHATHUSA)
JIa0.
NAnOTEI
Hpyras
KOHTAKTHAS

(mpakT.

padora

CPC

Htoro o0bem
IUCIATUTHHEI
(B akazeMm.
yacax)

Dopmsbl
TEKYLIETO
KOHTpPOJISL U
IIPOMEXYTOU
HOH
aTTecTaluu

Paznen 1. [Ipeamer u 3amauu
Kypca «/loxyMeHTannoHHOE
obecrieueHre ypaBJICHH

Tema 1 CymHocTh NOHATHS
«JlokyMeHTallnOHHOE
o0ecrieyeHre ynpaBIeHHs

I3, T

Tema 2. OCHOBHBIC CBONCTBA,
byHKIIUN IIPU3HAKY|
JIOKYMEHTa

13, Kp

Tema 3. Cranpaptuzauus u
yHU(HKALHUS TOKYMEHTOB

ik

Tema 4. IIpaBuna
odopmiieHus PEKBHU3HUTOB
JIOKYMEHTOB

o1

(o]

Kp, 113

Tema 5 bilaHKM TOKYMEHTOB

13, Kp

Tema 6 OCOOEHHOCTH S3bIKA
u CTHIIA CIIy>K€OHBIX
nokyMeHToB. TpeboBanus K
TEKCTaM.

Kp, O3

Tema 7
KOMIUIEKCHI
JIOKYMEHTaluU

CucreMsl u
CITyKeOHOM

13, T

Tema 8. VYHuduuuposannas
cucTeMa OpraHU3alMOHHO —
pacnopsaIuTENbHON
JOKYMEHTAIIH.

Kp, 113

Tema 9.
Mepernucka.
Knaccudukanus,
TpeOOBaHUSI.

CnyxebHas

A3

Paznen 2. Opranuzamus u
TEXHOJIOTHUS
AOKYMCHTAIITMOHHOTI' O
o0ecrnieueHus yrpaBIeHUs

Tema  10.  Opranuzanus
CITY>KOBI

JOKYMEHTAIlMOHHOT O
o0ecrieyeHus yrpaBJieHUs

I3, Kp

Tema 11.
Opranuzanus
JIOKYMEHTO00O0pOTa

w

ol

Kp, 113

Tema 12. Pabora C

13




Bunpl yueGHO# paboTHI,
BKJIFOYAsi CAMOCTOSITEIIbHYIO
paboTy ¥ TPYAOEMKOCTh (B DopMEI
aKaJieM. 4acax) Hroro o6bem TEKYIIETO
KonraktHas pabora JUCIUIUIMHBL | KOHTPOJIS U
Pa3nen, TemMa AMCHUIIITMHBI

- = (B akazeM. [POMEIKYTOY

= § c% E@, _E: § E g 8 qacax) HOM

2|5 & 88 d2 s 9 @) aTTeCTallu

O |S Egh 42 &8 ©

= 0 — g a< g s
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BXOJIAILIUMH, UCXOISIIUMU H
BHYTPEHHUMU JOKYMEHTAMH.
Tema 13. Peructpanust
JIOKYMEHTOB u 3
nH(pOPMAITMOHHO -
crpaBoyHas padora. 1 5 6
Tema 14. ITocranoBka Ko. 113
JJOKYMEHTOB Ha KOHTPOJIb S) 5 P, A
Tema 15. OcoGenHoctu
paboThI C JeNIaMH, KP, 113
coJiep>KalIuMHU
KOMMEPUECKYIO TaliHYy. S) 5
Tema 16. Opranuzanus
XpaHEHUs JOKYMEHTOB U 3
obecrnieueHus ux
COXPaHHOCTH 5 5)
Tema 17. Dopmsl
perucTpaluu JOKYMEHTOB H Kp
MTOPSITOK MX
3ar0JIHEHUS. 5 5
Tema 18. IlepcriekTuBBI
CaMOCOBEPILEHCTBOBaHUS Ko, 13
J0Y 2 3 5
IIpoMexyTouHas aTTecTalus 2 16 18 3auer
HToro 4 6 2 96 108

Conep:xxanue THCHHUILINHBI «[[OKyMEeHTALMOHHOE 0O0ecleyeHue YIpaBJIeHUs»
Paznen 1. Ilpenmer u 3amaun kypca «JlokymeHTaIIMOHHOE OOECTIeYeHUE YITPaBICHUS.

Tema 1. CymHocth mnoHsATHS «J/loKyMeHTalMOHHOE obecrieyeHne yrpaBieHus. lloHaTue
«JOKyMEHTallMOHHOE o0ecreueHue ymnpasiieHuss nepcoHanom». Kiaccudukanuss JOKYMEHTOB 110
YIPABICHUIO IEPCOHAIOM B OPraHU3alUU. TUIBI, CTPYKTYpa U Ha3HAYEHHE JOKYMEHTOB, CO3aBA€MbIX U
(G YHKIMOHUPYIONTUX B CUCTEME YIIPABIECHHUS MIEPCOHAIIOM OpTaHU3aI|H.

Tema 2. OcHOBHBIE CBOICTBa, (DYHKUIMH TpPU3HAKK JIOKyMeHTa. TpebGoBaHHS K OG(OPMIECHHUIO
JIOKYMEHTOB, cojiepkaruecs: B TpynoBoMm, ['paxxnanckom u HamoroBom kogekcax P®D, B deaepanbHbIX
3aKOHAaX, B MOCTAaHOBJICHUSX MUHHUCTEPCTB W BEIOMCTB, B TOCYJApPCTBEHHBIX MHCTpYKIUSAX U Opyrux
HOPMATHBHBIX JOKYMEHTaX.

Tema 3. Cranmaptuzanusi W yHUDUKAIHS JOKYMEHTOB. BHyTpeHHss yHubukanus ¢opm
JIOKYMEHTOB, CO3/IaBa€MbIX M (DYHKIIMOHHPYIOIIUX B JIEJIOMPOU3BOJCTBE CIIYXKOBI yIpPaBICHUS
MEPCOHANIOM OpraHU3aluu: 00eCleYeHne eIWHCTBA BHYTPEHHUX MPABUI BHITIOTHEHHUS U OQOPMIICHUS
JIOKYMEHTOB, ONITUMM3AIMS KOJUYECTBA U 00bEeMa JOKYMEHTOB 110 KaJpaM.

Tema 4. IlpaBuia opopmileHHsS PEKBU3UTOB JOKYMEHTOB. Bubl U Ha3HaYeHHEe WH(POPMAIIMOHHO-
crpaBoYHOM aokyMeHTanuu. [lopsgok odopmieHus, OCHOBHBIE PEKBHU3UTHI M TMPABONPUMEHUTEIbHAS
MPAKTUKa WCTOJIb30BAHUS JIOKIAQJHBIX, CIYKEOHBIX U OOBSICHUTEIBHBIX 3aIHCOK, MPEICTaBICHHIA,



NPEUIOKEHUH, 3aBICHUN, aKTOB, CIIPABOK U JIp. B KAUECTBE OCHOBAHMM Il IPUHATHI pelieHuii B cepe
yIpaBiIeHUs IePCOHAIOM OpPraHU3alINH.

Tema 5. bnanku noxkymentoB. Buasl 6mankoB. OdopmiieHue u conepkanue 6maHkoB. OOriue
MpaBuWJia CO3/1aHUs OJIAHKOB JJOKYMEHTA.

Tema 6. OcoOCHHOCTH S3bIKAa M CTHJIA CIIY)KEOHBIX JIOKyMEHTOB. TpeOoBaHHS K TEKCTaM.
TpeboBaHusi TOCYyJapCTBEHHBIX CTaHIAPTOB K OQOPMIICHHIO yIpaBiieHYecKoil gokymeHTanuu. Cocras
JIOKYMEHTOB.

Tema 7. CucreMbl W KOMIUICKCHI CIYy)KEOHOH MOKyMEHTanuu. PenakTupoBaHHE ITOKYMEHTOB.
HenoBoii ctmiib. OdopMieHre MEpBUYHON ydeTHOU nokymeHTanuu. CoctaB HokyMeHTamuu. CHCTEMBI
ciry>keOHOM TokymeHTanuu. Komriekcsl ciry:ke0HOM JTOKyMEHTaI|H.

Tema 8. VYuHuuUUUpOBaHHAS CHCTEMa OPraHU3ALMOHHO — PACHOPSAUTENLHONW TOKYMEHTALWH.
Buytpennsas  ynudukamus  ¢GopM  JIOKYMEHTOB, CO3/1aBaéMbIX W (YHKIUOHHUPYIOIIUX B
nenorpousBoacTBe. O0ecreyeHne KOMITJIEKCHOTO y4eTa U OBICTPOro MOUCKA JOKYMEHTOB, OPTaHU3aIUs
b depeHIIMPOBAHHOTO JOCTYMA K IOKYMEHTAM.

Tema 9. CnyxeOnas nepenucka. Knaccudukanus, TpedboBanusi. HazHaueHue 1 cOCTaB CIPaBOYHO-
nH(OPMALIMOHHON JOKyMeHTaluu. TpeOoBaHUS K CoOCTaBleHHIO U odopmieHuto. PazHoBuaHOCTH
CIIy’)K€OHBIX MHCEM (CONPOBOAMTEIBHOE MHCbMO, MUCHMO-IIPOCHOA, MHCbMO- 3alpoc, MHUCbMO-OTBET,
MUCHbMO-COOOIIeHHe, HWH(POPMAIMOHHOE MHCHMO, MHUCHMO-TIpUIJIALICHHE U T.A.). JIOKyMEeHTHI
nepeaaBaeMble 10 KaHaIaM CBSI3U (Telerpamma, Teleke, gakcorpamma, TeseoHOrpaMMa, dJIEKTPOHHOE
MHCHMO).

Paznen 2. Opranu3zanus ¥ TEXHOJIOTUS JOKYMEHTAIIMOHHOTO 00eCTIeueHHs YIIpaBICHNUS.

Tema 10. Opranuzanus ciaykObl JOKYMEHTAllMOHHOTO oOecrieueHus ymnpapieHus. l[lonstue
«IOKYMEHTO000poT». [lpuHIMNIBI Opranu3anuu JOKyMeHTooOopoTa. DopMbl OpraHuM3anuu paboOThl C
nokymeHtamu. TabGenb  ¢GopM  JAOKYMEHTOB, TMpUMEHSEMBIX B  opranuzamuu. PabGota ¢
KOH(HICHIIMATHHBIMI TOKYMEHTaMHU. DIIEKTPOHHBIN TOKYyMEHTOOOOPOT.

Tema 11. Opranmzanus aokymMeHTooOopoTa. OOmas XapakTepUCTHKa OpTraHU3allMOHHBIX
TEXHUUYECKUX CPEICTB B «/loKyMeHTaMOHHOM oOecliedeHUH ymnpasiieHus». KoMibroTepHble cpencTBa
MOATOTOBKH JIOKYMEHTOB. M3rotoBjeHue, KONMPOBAaHWE W TUPaKUPOBaHHE TOKyMeHTOB. CpencrBa
00paboTku JoKyMeHTOB. [IpaBuiia 6e30macHoi paboThI ¢ OPITEXHUKOH.

Tema 12. PaGota ¢ BXOASIIMMU, UCXOISAIIMMH U BHYTPEHHUMHU JoKyMeHTamu. Knaccuduxarms
CIIy>keOHBIX MUCEM IO 33aJaHHBIM B TeKcTe TeMaM. biiaHku u pexkBU3UTHI nHceM. OCOOEHHOCTH TEKCTOB
nuceM. KoHkypeHTBl mnucem: Tenerpamma, teiedoHorpamma, ¢akc. X 0coOEHHOCTH M CPOYHOCTh
HCIIOJTHEHUSI.

Tema 13. Perucrpanusi JOKYMEHTOB MU MH(POPMALMOHHO - clipaBoyHast pabora. Perucrpauus u
MHJEKCAIs JOKYMEHTALUU [0 YIPABIEHUIO NepcoHanoM. MTHPpOopMaImOHHO-TIOUCKOBBIE CUCTEMBI.

Tema 14. IlocTaHOoBKa JOKYMEHTOB Ha KOHTpOJb. KOHTpONb HCHOJHEHUS [OKYMEHTOB.
VYnpasiieHne KoprnopaTuBHBIMU HUHPOPMAIIMOHHBIMUA PECYPCAMH.

Tema 15. OcobeHHocTH paboTHI € J€TaMH, COAEPKAIIMMU KOMMEPYECKYI0 TaiHy. YIpaBieHue
ANEKTPOHHBIM JOKYMEHTOOOOPOTOM. YTpaBlieHUE JaHHBIMH, HHPOpMaled U 3HaHUAMU. OTuyXKIeHHE
naHHbIX, WHGopManmu U 3HaHuid. KonduaenuunanbHocTh MHGopMaruu. [IpaBuna paboThl M 3alIUTHI
KOH(UIEHIMATBbHBIX JOKYMEHTOB.

Tema 16. Opranuzanus XpaHeHHs JOKYMEHTOB U OOECNEUYEeHHs UX COXPAHHOCTU. YTpaBJIeHUE
MH(OPMAaLIMOHHBIMU 3allacaMH U pecypcamu. Moienu 3J1eKTPOHHOTO IOKyMEHTO000pOoTa.

Tema 17. ®opMbl perucTpanuu JOKyMEHTOB W TMOPSAOK uX 3amoiHeHus. Tabens ¢dopm
JOKYMEHTOB, MpHUMEHseMbIX B opraHuzauuu. Co3gaHHe PerucTpalvoOHHONW (OpPMBI JUIsl PErUCTpalvu
BXOJIAIEro JIOKyMeHTa. Perucrtpamus wucxozjsmero pokymeHTta. CocraBieHue Hu  odopmileHUE
HOMEHKJIATYpHhI JIeI.

Tema 18. IlepcnextuBbl camocoBepmieHcTBOBaHMs  JOY. OcHOBHbIE  HampaBiIeHUS
coepuieHcTBoBaHusA JIOY. OcHOBHBIE 3aKOHOMEPHOCTH HH(POPMAIIMOHHO-IOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBaeHHs.

HNuTepakTuBHBIC (POPMBI IPOBEACHUS 3aAHATHH



VY aenpHBIN Bec 3aHATHI, TPOBOIUMBIX MO JUCHHUIUINHE «J{OKyMEHTaIllMOHHOE oOecreueHne
yIpaBJIEHUS» B UHTEPAKTUBHBIX (hopMax

Ounas ¢popma o0ydeHus1

3aHsaTus
3aHATHS TEKIUOHHOTO
CEMUHApPCKOIo Bcero
THTA
THIIA
Pa3nen, TemMa AMCIUIIINHBI
00BeM, 00BeM, | 00beM, 1. Bec
dhopma akameM. (QopMa |akaaeMm./aKajeMm. Y '% ’
4acoB 4acoB | 4acoB
Pazgen 1. Ilpenmer u 3amaum
Kypca «JlokyMeHTalmoOHHOE
obecrieyeHre ynpaBIeHHs
Tema 4. IlpaBuna odopmiieHus K .
PEKBHU3UTOB JOKYMEHTOB PYTJIBIH
CTOJ
2
Tema 5 bilaHKM TOKYMEHTOB [TpoGnemuas
JIEKLIUS 2
Paznen 2. Opranuzamus wu
TEXHOJIOTUSI JTOKYMEHTAllMOHHOI'O
o0ecrnieueHus ynpaBIeHUsl.
Tema 12. Pabota ¢ BXOASAIIUMHU,
UCXOISIIMMH U  BHYTPEHHUMH CemuHap-
JIOKYMEHTaMHU. JUCKYCCHUS
4
Tema 15. OcobennocTu paboThI €
Jlexnus c
JieJIaMu, COJEpKAIMMHU
N 3JIEeMEHTaMU
KOMMEPUECKYIO TaillHy
TUCKYCCUU 5
Tema 18. IlepcniexTussl Cemunap-
camocoBepieHcTBoBaHus JJOY JIUCKYCCHUS 2
HTroro 4 8 12| 22,22
3aounas popma oOyueHust
3amanus
3aaHus JIEKIITMOHHOTO
CEMHUHApPCKOI0 Bcero
THTIA
THTIA
Pa3nen, TemMa AMCIUIIITUHBI
00BeEM, 00BeM, | 00BeEM, Bec
dbopma akazeM.| Qopma |akaJeM. aKaaeM. yﬂ'% ’
4acoB 94acoB | 4acoB
Pazgen 1. Ilpenmer u 3amaum
Kypca «JlokyMeHTalmoOHHOE
obecrieyeHre ynpaBaeHHs
Tema 4. IlpaBuna odopmiieHus —
PEKBHU3UTOB JOKYMEHTOB pyL
CTOJ
2
Paznen 2. Opranuzamus wu
TEXHOJIOTHSl JOKYMEHTAlMOHHOTO
oOecrnievyeHus yrnpaBaeHUsl.




3anganus
3agaHus JIEKIIMOHHOTO
CEMHHApPCKOro Bcero
THIA
THIIA
Paznen, TemMa IUCITATIIINHEI
00BeM, 00BeM, | 00beM, . Bec
dbopma akajmem. Qopma |akKajeMm. akajeMm. Y '% ’
4acoB 4acoB | 4acoB
Tema 18. [TepcniexkTrBBI
CemuHap-
camocoBepieHcTBoBanus JJOY
JTUCKYCCHS 2
Hroro 4 4 33,3

5 Y4yeOHO-MeTOAMYECKOE 00eciedeHrne CaMOCTOATEIbHOI PpadoThI 00y4aloIUXCs

Y4eOHO-MeTOInYecKoe 00eCleueHHe CaMOCTOSITEIbHON paboOThl O0YYarOIMXCs COICPKHUTCA B
Meroandeckux ykazaHusax (IIpumoxenune 1) m ¢doune omnenounsix cpeacts (IIpunokenune 2) mo
mucuuIuiiHe  «JloKyMEeHTalMoHHOe OOECTeYeHrne YIpaBICHHs», JOCTYI K KOTOPBIM OTKpPBHIT Ha
oumaNEHOM caiiTe UHCTUTYTA.

6 @DoHJ OLIEHOYHBIX CpeacTB Jist IPOBEIACHUA l'[pOMe)KyTO‘{HOi/Jl arrecranum 1Mo MToramM
OCBOCHHMSA NUCHMUIIJINHDbI

@DOH/I OLIEHOYHBIX CPEACTB Ul MPOBENEHUS TEKYILEro KOHTPOJIL U MPOMEKYTOYHOM aTTecTaluu
o0yJaromuxcs MO0 AUCHUIUTUHE «J/[OKyMEeHTannOHHOE OOecreueHre YIpaBICHHs» COICPKHUTCA B
[Tpunoxenun 2 x paboyeil mporpamme AUCHUILIMHBI, AOCTYI K KOTOPOMY OTKPBHIT Ha O(QHIHMAIBHOM
CalTe MHCTUTYTA.

7 IlepeyeHb OCHOBHOM W JONOJHUTEJIbHOH Y4eOHOW JUTEPATYpPbl, HEOOXOAUMOM JIAA
OCBOCHHUSA TUCHHUILTNHEI

7.1 OcHoBHasi y4eOHas TUTEpPaTypa

1. ApacnanoBa, B.A. JlokymMeHTallMoHHOE OOECIEYEHUE YIPABJICHUS: YYCOHO-TIPAKTHUIECKOE
nmocobue B cxemax, Tabmuiax, obpasmax : [12+] / B.A. ApacnanoBa. — 2-e u3A., JOM. U mepepad. —
Mocksa ; bepnun : Hupexkr-Meaua, 2020. — 266 c. : wi., Tabn. — Pexxum goctymna: mo moAmucKe. —
URL.: https://biblioclub.ru/index.php?page=book&id=578394. — bubmuorp. B ku. — ISBN 978-5-4499-
1454-5. — DOI 10.23681/578394. — Tekct : snekrponusiid. (PexomenmgoBano CoBerom YueOHO-
METOAMYECKOT0 OOBEIMHEHHUsI MO0 O0pa30BaHMI0O B KayecTBE Y4YEOHOTo MOCOOMs JUIsl CTYIEHTOB,
00yJaroImuxcs Mo HAMPaBJICHUIO TIOJTOTOBKHU «JlOKyMEHTOBEIEHIE U apXHBOBEACHUE)).

2. Kysuenos, U.H. JlenonpousBoactso : yuedbHoe nocobue : [16+] / U.H. Ky3nenos. — 9-e u3n.,
nepepad. — MockBa : JlamkoB u K° 2020. — 406 c. : uin. — Pexum pocrtyna: mo MHOJIHCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=572967. — Bubmuorp.: c¢. 359-363. — ISBN 978-5-
394-01981-4. — TekcT : SMEKTPOHHBIH.

3. Opranuzanusi ¥ TEXHOJOTHs JOKYMEHTAIlMOHHOTO OOECTIeUeHUsl YIPaBICHUS: JJIEKTPOHHOE
yuebHoe mocobue / coct. C.E. Mumenun ; KemepoBckuil rocyaapcTBeHHbIN yHUBepcuTeT, MHCTUTYT
UCTOPUHU, TOCYAApCTBEHHOTO YIPaBICHUS M MEXKIYHApOJHBIX OTHOmIeHuid u ap. — Kemeposo
KemepoBckuii rocyapapctBeHHslii yHusepcurer, 2017. — 478 c¢. — Pexxum noctyma: mo noammucke. —
URL: http://biblioclub.ru/index.php?page=book&id=481592. — buGmuorp. B ku. — ISBN 978-5-8353-
2149-0. — Tekcr : 2IeKTPOHHBIH.

7.2 lonoiHuTe/IbHASE y4eOHas TUTEPaTypa

1. BemkypoBa, A.b. JlokymeHTanimoHHOEe oOecreYeHne yIpaBJIeHHUs: ydeOHOe rmocobue s
CTYJCHTOB CpeAHero npodeccuonanbHoro oopasopanus : [12+] / A.b. BemkypoBa. — MockBsa ; bepnuH :
Hupexr-Meama, 2020. — 170 c. : wr, T1abn. — Pexum pgoctyma: 1O TOANUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=570999. — bubmuorp.: c. 156-159. — ISBN 978-5-
4499-0436-2. — DOI 10.23681/570999. — TekcT : 371€KTPOHHBIA.



2. OpraHu3anys U TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOECTICUeHUs YIIPABJICHUS: JJICKTPOHHOE
yaebnoe mocobue / coct. C.E. Mumenun ; KemepoBckuili ToCynapCTBEHHBIM YHUBEPCUTET, MHCTUTYT
HUCTOPHUM, TOCYIApCTBEHHOI'O YIIPaBJICHUS MU MEXIYHApPOJIHBIX OTHomieHWdW u 1p. — Kemepoo
KemepoBckuii rocymnapctBeHnblid yHnuepcuter, 2017. — 478 c. — Pexxum gocrtyma: mo MOIIUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=481592. — bubmuorp. B kH. — ISBN 978-5-8353-
2149-0. — TekcT : PIEKTPOHHBIM.

3. VYmpaBneHue NOKyMEHTallMed W apXuBaMH 3a pybexom : ydeOHoe mocobue : [16+] / cocT.
C.B. Makapuyk, C.II. 3Barun ; KemepoBckuil rocymapcTBeHHbId yHUBEpcUTeT. — KemepoBo
KemepoBckuii rocynapctBeHHbiil yHuBepcuter, 2019. — 274 c. — Pexxum pocTtymna: mo MoANMCKe. —
URL.: http://biblioclub.ru/index.php?page=book&id=574229. — bubmuorp. B ku. — ISBN 978-5-8353-
2361-6. — TekcT : 3IEKTPOHHBIH.

HopmaTuBHO-ipaBoBbI€e AKThI

1. Poccuiickas ®enepauus. Koncrturyuus (1993). Konctutyuus Poccuiickoit ®@enepauuu: [c
W3MEHEHUsMH, OJOOpPEHHBIMM B Xojne ooOmepoccuiickoro rosocoBanus 01.07.2020]. — Tekcr
aneKkTpoHHBI //  Hekommepueckue wuHTEepHET-Bepcuu cuctembl Koncymprantllmoc. — URL:
http://www.consultant.ru/document/cons_doc_LAW_28399/.

1. Poccwmiickas ®Deneparnus. 3akonbl. O0 apxuBHoM jene B Poccuiickoii denepanmu:
OenepanbHblil 3akoH oT 22.10.2004 N 125-®3. — Tekct: anekrponHblii / HekoMMepueckre MHTEpHET-
BEpCHU CUCTEMBI KoncynsranTtlitoc. - URL:
http://www.consultant.ru/document/cons_doc_LAW_1406/.

2. Poccuiickas @epepanms. 3akonsl. OO0 oOpa3zoBanum B Poccuiickoit ®Depepanum:
OenepanbHblil 3akoH oT 29.12.2012 N 273-®3. — Tekct: anekrponHblii / HekoMMepueckre MHTEpHET-
BEpCHU CHUCTEMBI KoncynsranTtltoc. - URL:
http://www.consultant.ru/document/cons_doc_LAW_140174/.

7.3 Ilepuoguyeckas Jureparypa

1. Becruuk BUDIIIL: HayuHblil XypHan / ydped. ¥ u3J. BOKCKHMH MHCTUTYT SKOHOMHKH,
negaroruku U npasa (Bomxckuit); riaBHbli penakrop Bunorpanos B.B. ; pemakiuonnsiii coser: ..
Ymamupckas[u ap.]. — 2018. —Bomxkckuii, 2021. — W3naetrcs 2 pasza B rog. — Pexxum nocryna: s
3aperucTpUpOBaHHBIX mojb3oBareneid. — URL: https://www.elibrary.ru/title_about_new.asp?id=69901. —
TekeT : ANEeKTPOHHBIN.

2. Jlenmompou3BOCTBO: HAYYHBIN XKypHaN / yuped. U usl. JlenoBeie kommyHuKauu (Mocksa) ;
rnaBHbI pepaktop Opnenko B.B. ; pemaxuuonnsiit coset: [I.M. Xupnos[u ap.]. — 1996. — Mockaa,
2021. - Uzpaercs 24 pasza B rom. — URL: https://www.top-personal.ru/officeworks.html. — Tekcr:
JJIEKTPOHHBIN.

8 [Ilepeuenb pecypcoB HHPOPMANMOHHO-KOMMYHMKAUMOHHOI ceTtu WHTepHer
HH(OPMALMOHHBIX TEXHOJIOTHH, HEO0OXOAMMBIX VISl OCBOCHUS JUCIHUIIJIMHBI

1. eLIBRARY.RU : nayuynas snektpoHHas OuOnmoreka : cait. - Mocksa, 2000 - . - URL:
https://elibrary.ru. - Pexxum noctymna: [isi 3aperucTpup. moib3oBareneii. - TeKCT : 3JeKTPOHHBIH.

2. ONLINE.VIEPP.RU: caiitr / MBOY «BOMKCKHIA HHCTHUTYT SKOHOMHUKH, TEIArOTUKA W
npaBa». — Bomwkckuit, 2020 - . — Pexum nocrtymna: https://online.viepp.ru/. — Pexxum noctyna : ans
aBTOPH3. NOJIb30BaTENIEH. — TEKCT : DIIEKTPOHHBIN.

3.  BomKCKMII MHCTUTYT SKOHOMMKHM, MEAArorukd u mpasa : cailt / MBOY «Bomxckuii
MHCTUTYT SKOHOMMKH, MEAAroruku u npasay. — Bomwkckuii, 2006 - . — OOHOBISETCS B TEUEHUE CYTOK. —
Pexxum noctyna: http:// www.viepp.ru/. — TekcT : 37€KTPOHHBIH.

4. KubepJlennnka: HayyHas 31eKTpoHHas 6ubauoreka : cailt. — Mocksa, 2020 - . O6HOBIsETCS
B TeyeHue cytok. - URL: https://cyberleninka.ru. - TekcT : aneKTpOHHBII.

5. Hexommepueckast unTepHeT-Bepcus cucteMbl Koncynprantllotoc : caiit». - Mocksa, 1997 - .
- O6HoBnsercs B Teuenne cytok. - URL: http:// http://www.consultant.ru/online. - TekcT : aneKTpOHHBIH.

6. DOnekrpoHHas OuOIHMOTEYHas cucTeMa «YHHUBEpCUTETCKas OmbOnmmoreka online» : calT /
Jupext-Menua. - Mocksa : Jlupekr-Menua, 2006 - . - URL: http://biblioclub.ru. - Pexxum nocryna: mo
MOAMNMCKE. - TEKCT : IIEKTPOHHBIH.



IlepeyeHb NpOrpaMMHOro odecrnedeHust

1. Microsoft Office Standard 2016 (moroBop OOO «KomnbioTepHble MuHpOpMaInoHHBIC
Cucremb» ot 01.12.2015N KNC-485-2015, OPEN 93740388ZZE1606 2014-06-25).

2. Microsoft Windows 10 Pro (moroBop OOO «Kommbiotepusie HHpopmannoHHbIC
Cucrembi»yot 01.12.2015 N KHMC-485-2015, ot 31.08.2017 N KMC-519-2017, ot 21.11.2017 N KHC-
837-2017, OPEN 98108561ZZE1903 2017-03-03, ot 30.01.2020 N K1 (C-128-2020).

3. Microsoft Windows Multipoint Server Premium 2012 (moroop OOO «KommbroTepHbIC
Hudopmarmonnsie Cucrembi» ot 29.11.2012 N KHUC-225-2012, OPEN 91258913ZZE1412 2012-12-05).

4. Microsoft Windows Server — Standard 2012 (morosop OOO «KommbroTepHbIE
HNudopmarmonnsie Cucrembi» ot 29.11.2012 N KHMC-225-2012, OPEN 91258913ZZE1412 2012-12-05).

5. Microsoft Windows Server Standard Core 2016 (moroBop OOO «KommbroTepHbIe
Hudopmarmonnsie Cucrembi» ot 28.02.2017N KMC-087-20170PEN 981085612ZE1903 2017-03-03).

6. Microsoft Windows 8.1 (morosop OOO «Kommbrotepusie Mudopmarmontusie CHCTEMBI» OT
22.04.2015 N KMC-122-2015, OPEN 93740388ZZE1606 2014-06-25).

7. AUBC «MAPK-SQL» (Bepcus 1.8 / 3AO HIIO «Muadopm-Cucremay, noropop N 18/2004-M
or 18.02.2005, Jlunensuonnoe cornamenue Ha wucnoibzoBanne AMUBC «MARK SQL 1.8» N
100320050303 ot 10.03.2005).

8. CnpaBounas mnpaBoBas cucrema (CIIC) Koncynbrantlliroc (0OHOBISICTCS TTOCTOSHHO,
norosop ot 11.01.2021 N 2-K).

IMepeuens npogeccHOHAIBHBIX 023 TaHHBIX H HHPOPMAIMHOHHBIX CIPABOYHBIX CHCTEM
1. AUBC «MAPK-SQL» (6a3a mannbix Ha 01.01.2021).
2. Cnpasounas npasoBas cuctema (CIIC) Koncynbrantllntoc (00HOBIIsSIETCS TOCTOSIHHO).

9 MartepuajibHO-TEXHHYECKas 0a3a, HeoOXoAUMAs JIs1 OCYIIEeCTBJIEHHsSI 00Pa30BaTeILHOIO
npoiecca mo JUCUUILINHE

Jns ocBOoeHMS ~— JAHHOW  JMCHMIUIMHBI  PEKOMEHAYETCS  ayJUTOpHs,  OCHALICHHAas
MYJIbTUMEUHHBIMU CPECTBAMH (TIPOSKTOP U JIp.), KaK JJIs IPOBEACHHUS 3aHATHI JIEKIIMOHHOTO TUIIA, TaK
U 1 [IPOBCACHHA 3aHATHI CCMHUHApPCKOI'0 THIIA. 3aHarus CCMHUHAPCKOI'0 TUIIa PEKOMCHAYCTCSA
IPOBOJIUTH B AyAWTOPUH, OCHAIEHHOW TIEPCOHAIbHBIMU KOMIBIOTEpaMH, HH()OPMAIIMOHHBIM,
IMporpaMMHLBIM M allllapaTHbIM oOecreueHreM JTOKaJIbHON KOMHBIOTCpHOf/i CETH, I/IH(i)OpMaHI/IOHHI)IM n
IporpaMMHBIM oOecrieueHreM rinodanbHoi cetn HTepHeT.

[Tomemienust A BBINOJIHEHHUS] CAaMOCTOSATENbHONM pPabOTHl 0O0y4aromuxcs JODKHBI OBITh
OCHAILlEHbl KOMIIBIOTEPHOW TEXHUKOM C BO3MOMKHOCTBIO MOJKIIOUEeHUs K cetn «MHTepHeT» H
o0ecrnieueHreM J0CTyIa B AIEKTPOHHYIO HH()OPMALIMOHHO-00pa30BaTENIbHYIO CPEy MHCTUTYTA.
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